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PREFACE 

This document represents a complete compilation of instruments used 
by the University of Georp.ia Project R.O.M.E. (Re.sults Oriented 
Management in Education) staff to field test the Georgia Principal 
Assessment System in order to validate hiph priority principal competencies 
and performance indicators durinp; the 197A ~ 1^75 project year. This 
document supplements the main ;^rjject report, the Verif it:ation and 
Valida tion of P^inc i pa Conpc t enc ies and Perfo rma nce Indicators , Assessment 
Design — Procedures — Instrumentation — Field Test Results , which describes 
the development and selection of the instruments compiled here. The 
complete proiect report comprises three volumes. The first volume 
contains a description of research and develonment activities related to 
the followinc^ products: 1) the p,eneration of performance indicators 
of public school principal competencies; 2) a report of a statewide survey 
utilizing practicing school principal judgnents to develop a set of 
hip;h~priority competency indicators; and 3) a report of the results of 
field testinp» the Georgia P^rincipal Assessment ^ystem to validate 
hi<;h~prioritv administrator competencies and performance indicators 
against meaninp.ful school outcome measures. The second ^^olume contains 
data appendices to accompany the final report (Volume I). 
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student I'nJzc'^rccuid Inton^at-i.-^iv- 



V Ilane of Schooi^ 



Sex rale 



Fenale [ 



Aqe 



Gracle_ 

0 

no you liKfi school? ' 



/ 



\ 



HY SCHOOL 



School 

St- X M /\LE 
(Hiflck one) 



FEMALE 



DIRECTIONS 

c 

This is not a test. The questions inside are to find out what vour school is 
like. Please answer all the questions. 

Each sentence is meant to Sesct^ibe your school. If vou a^^x^ee with the sentence 
circle yes . If jou don't agree with the sentence, cM^cle n£. " 



Circle 

Your 
Answer 



1. Most children in the ^c^ool are <^ood friends. Yes No 

If you think that most children in the school are rood frisn'^s. 
circle the yes like this:'' 

1. Most children in the school -are rood friends, ^e^ ' No 

If vou do not think that most children in the school are ^ 
good friends, circle the no like this: 

J. Most children in the school are (rood friends. Yes 



Now turn the pa^e and answer all the questions about your school. / 
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1. The pupils enjoy their school vr>rk*in ny school. 

2. Children arc alwavs fighting vith each othez'. 

3. The same people always do the best work in my school* 



Circle 

Your 
Answ er 

Yea No 

Yes Vo 

Yrr» No 



In mv school the work is hard to do. 

5. My best friends are in my school. 

6. Some of the children in mv scbooJ are liean. 



Yes 



Yes 



Yes 



No 
No 
No 



7* Most pupils are pleased with rnv school. 

8. Children often race to see who can finish fiz'st. 

9. Many children i>i nv school play together after school. 



Yes 
Yes 
Yes 



No 
No 
No 



10. Most children can do thftir schoolwork without help. 

11. Some pupils don't like mv school. 

12. Most children want their worlc to be better than their 
friend's work. 



Yes No 
Yes No 

Yes No 



13. Many children in my school like to fight. 

m. Only the smart people can do the work in nv school. 

15. In my schcol everybody is my frioncl. 



Yes No 
Yes No 
Yos No 
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Circle 

<our 
An«:wer 



16. Host of the children in my school enjoy school. ' Yes No 

17. Soim pupils don't like other pupils. ^ Yes No 

18. ,5ome pupils feel bad when t'.iey do not do as well as othei-s. Yes No, 



19. In mv school I„ li):e to work with others. Yes No 

20. In my school all the pupils know how to do their Fcfu^olwcvK^ Yes No 

21. Most children say my school is fun, ' Yes . No 

2?. Some people in my school are not nv friends. Yes No 

23. Children have secrets with other children in mv school. Yes No 

2**. Children often find their work hard°. Yes No 

25. Most children don't care who finishes first. Yes No 

26. Some children don't like other children. Yes No 

27. Some pupils are not happy in my school. Yes No 

28. All of the children know each other well. Yes TJo 

29. Only the smart pupils can do their work. Yes No 

30. Some pupils always try to do their wox'k better than the 

others. Yes No 
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31. Children seem to like try school. 

32. Certalr pupils always want to have their own way. 

33. ^ All pupils in my school are close ^'riends. 



Circle 

Your 
Answer 



Yes 
Yes 
Yes 



No 
No 
No 



3«*. Many pupils in ny school say that school is easy. 

35. In mv school some pupils always want to do best. 

36. Some of the pupils don't like ray school. 



Yes 
Yes 
Yes 



No 
No 
No 



37.* Childt^^n in my school fight a lot. ^ Yes 

o 

38., All of the pupils in my school J ike one another. Yes 

39. Some pupils always do better than the ref.t of the pupils in Yes 
in my school, 

o 

o 

40. Schoolwork is hard to do. . Yes 
Ml. Certain pupils don't like what other- pupils do. Yes^ 
H2. A few children in my school want to be first all of the time. Yes 



No 
No 
No 

No 

No '/ 
No 



»f3. Mv schol is fun. 

"»•». Most of the pupils in my school know how to do their work. Yes No 
Children in my school like each other as friends. Yes No 
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HOW on'EN f-;y frujclpal wl'g thiugs 



1. My principal tal\p with ^hout 
things I liVe to do. 



klmuct 
tievev 



Scuietimes 



M ways 



AlJpoBt 
Never 



2. My principal meets with p^rv?/jiU t 
and children to pl^n what we 
Icavn in f^chool. 



3. Ky principa:. talks with chiJdivn 
about why they mishehare. 



fly principal talks with children 
about what will happen"* if they 
misbehave • 



5. My principal talks with chil^en 
during; Itinch and free time* 



Primes t 
Nevei* 



Almost 
N^ver 



Almost 
Never 



Sometimes 



Sometimes 



Sometimes 



Almost 
Always 



Almost 
Always 



Almost 
Always 



Almost 
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Never 



6. My principal treats childrun alike 

when they break rules. 1 



So^etimrs 



Almost 
Always 

r-3 



Almost 
Never 



7. My principcii tells us Iiow important 

it is to come to school eveiy day. 1 



Sometires 



Almost 
Always 



Almost 
Never 



8. My principal is easy to see when I 
want to talk to him about something 
important. 



Almost 
Never 



9. My principal gives 'us rules on how 
to behave in school. 



10. My principal talk^ with my cla:;s 
when my class misbehaves. 



Almost 
Kever 



Scanetir'*s 



SoT.atimes 



Almost 
Always 



Almost 
Alwavs 



Ahnpst^ 

x-Alw5VS 
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How orra! v{ rRiiiciPAi lors things 



A2mc.:t 
Never 



11. My principal helps the teachers 

vatch over us at Sfchcol /tctivities, 1 



Sometimes 



Always 



"Almost 



vities. 



13. My principal helps c?uldren when 
they misbehave. 



Almost 
Never 



Sothetimes 



Almost 
Always 



Almost 
Always 



AJmost 
Never 

lU. When children misbehave mv principal, 
talks with them, their pi^i'ents and 
teachers. " 1 



Sometimes 



Almost 
Always 



I'o 



UOVI WELL MY PRH1C]PAL THVMS 



When my principal talVs with me 
about things I like to do, he 
does it 



My principal meets with parents 
and children to plan what we 
learn in school. He does this 



My principal talks with children 
about why they misbehave. He 
does it 



lot Too 
WeJl 



Not Too 
Well 



Not Too 
Well 



, Not Too 
^ !7eil 



When my principal talks with 
children about what will happen 
if thev misbehave, he does it 



Not Too 
Well 



Well 



Well 



Very 
Well 



Well 



Very 
Well 



Well 



Well 



When my principal talks with 
children during lunch and free 
time, he does it 
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6. When children break rules , niy 
principal treats them alike. He 
does this ' 



?• When my principal tells us how 
important it is to attend f^chool 
every day, he does this 



8. When I want to see my principal 
to talk about things that are 
important to me, he takes care 
of doing it 



riot Too Verv 
Veil ' Well Well 



Not Too Very 
V7eJl Wei!. Well 



\ ■ 

Not Too 

Well Weil Well 



9. When my principal gives us rules 
on how to behave in school, he 
does it 



riot Too 
W^ll 



Well 



Very 
Wfell 



10. When ny class misbehaves, my 
principal talks with them. 
He does it 



Not Too 

-Wetl-- 



Well 



V^ry 
VIell 
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Hot Too Very 
Well Well Well 



11. When my principal helps the teachers 
watch over us at school activitiec, 
he does it 



12. When my principal goes to school 
activities, he does it 



13. My principal helps children who 
misbehave. He does this 



14. When children mic:behave, my 
principal talks yith them and 
their parents and teachers. 
He does thib 



Not Too Very 
^Wftll Well Well 



Hot Too Very 
Well Well Well 



Not Too* Very 
Well Well Well 
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APPENDIX B| 

i 

The Learnlng^ EnvlronTnent in ventory and 
Principal performance Description Survey - Student Form 
("Hox7 Often" and "How Well'])' Administeired 
' to Secondary Students 
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student T)ack<7i\7und Infarvtation 



?7aroe of School 



Sex riale 

Fenale 



Grade 



Do you like school? 



no 
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School 



Gr^ade 

Sex Male ^Female 

CCheck oneT 



LEARNING INVIBONMLIJT I^J'^^E.VTORY ' 



DIRECTIONS 



The purpose of the questions in this booklet is to find out vhat ycvr -f^-AiW 
is like. This is not a ''test.'* You are asked to give r^vir /nn/^^^c, frank 
opinions about the classes which you are nov attending: * 

In answering each question go through the following steps: 

1. Read the statement carefully. 

2. Think about how well the statement describes your classes (the ones you 
are in now). 

3. Record your answer to each' of the questions by circling the number 
which most clearly describes your agreement or disagreement with each 
statement. Please answer every question, 

^. Circle one number only for each statement according to the following, 
instructions: 

If you stronply disagree with the statement, blacken space 1. 
If you disagree wi,th the statement, blacken space 2^. 
If you a^ree with^the statement, blacken soace 2- 
If you strongly ap-ree with the statement, blacken space 

5. You will have approximately 40 minutes to <:omplete the 105 questions 
in the booklet. Please be certain to circle only one number for each 
statement. ' 
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!• Members of the classes do favors for one another. ^ I C 3 * 

2., The books and equipment students! nc^d or K^nt^^irc^ r.ia^ify 

available to them in the classrooms. 12?** 

3, there are long periods during which my classes do nothinfr. 1 2 3 U 

*V classes have students with many d?ffere|;it interests. J 2 3 * 

■'». 

5. Certain students woi^k only with their clcse friends. 1 2 3 U 



6. The students enjoy their class work. 1 2 3 f * 

7. Students who break the rules are penalized. * 1 2 3 U 

8. There is constant bickering among class members. 1 2 31 4 

9. The better students' .questions are mo^e sympathetically 

answered than those of the average students. 1 2 3 U 

10. " »^y classes knov exactly vhat thev have to qet done. 1 .2' 3 ' U 



11. .Interests vary greatly within my classes. 12 3** 

12. A j^ood collection of books and magazines is available ^ 

in mv classrooms for students to use. , 1^ 2 3 U 

13. The work in my classes is difficult. 12 3 4 

lU. , All the students in mv classes enjoy the same privilci3cs. 12 3 4 

15. Most students want their work to be better than their 

friends' work. 1 2 3 U 
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16. 


My classes have rules to ruide their activities. 


1 


2 


3 


H 


17. 


Personal dissatisfaction with my classes is too small to be 
a problem • 


I 


n 




it 


18. 


wwuvACiiv tiBk? tilts ciliBxicc to fs^^ ^0 Kiiovv aj.jL Otnej? csnjnencs 
in mv classes. 


1 


2 


3 




19. 


The work of mv classes is frequently interrupted when some 
students have nothing to do. 


1 


2 


3 


H 


20. 


Students cooperate equally with all class members. 


1 


- 2 


3 


n 


21. 


Many students are dissatisfied with much that mv classes do. . 


1 


2 


3 




22. 


* 

The better students are granted special privileges. 


1 


2 


3 


<» 


23. 


The objectives of mv classes are not clearly recognised. 


1 


2 


3 




2U. ' 


Only the good students are given special projects. 


1 , 


2 


3 




25. 


Class decisions tend to be made by all the students. 


1 


2 

f 


.3 


4 


26 • 


0 't 

The students would be proud to show their classrooms, to a 
visitor. , 


1 


2 






27. 


The pace of rav classes is rushed. 


1 


2 


3 




28. 


Some students refuse to mix with the rest of their classes. 


1 


2 


3 


«l 


29. 


Decisions affecting my classes tend to be made d^TBOcraticaJly. 


1 


2 


3 


U 


30, 


Certain students have no respect for ether students. n 


1 


2 


3 


U 
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31. Some groups of students work tcqether ro^z\ilssg9 of rriVtt the 1 
others in the glasses 'are doing. 

32. Members of my classes are personal frierids. 1 

33. ^'y classes are veil orcranised. 

3U. Some students are int(»z\sfstt?d in AW/i.I^tv7y Jiffcit^nt thiuf^s 

than^ther stucfent^. 1 

?5. Certain students have more influence on m^^ classes than others. 1 

36. ^'V classrooms are hrirht and comfortable, ' 1 

37, Class members tend to pursue. different kinds of problems. 1 

38.. There is considerable dissatisfaction with the work of my 

classes. ' i 

39. Failure of mv classes would mean little to individual members. 1 
UO. The classes* are disorrani?:ed, ^ 1 

Ul. Students compete to see who can do the best work. 1 

"U?. Certain students impose their wishes bn the wh"ole class. 1 

U3* A few of the class members always try to do better than the 

others. . .^ 1 

^^U. There are tensions among certain groups of students that 

tend to interfere with class activities. 1 

?V classes are well-orMnized and efficient. 1- 



Students are constantly challenged. 

47. Students feel left cat unless they compete with theiv 
classmates. 

^6* Students are asked to follow strict rules. . 

if 9. Wy cl asset? are controlled bv actions of a few memhers 
who are favored, 

50. Students don't care about the future of the class cis n 
group. 



51. Each member of r.v classes has as nuch in'f^luence as any 
other member . 

52. The members look forward to coming to class meetings. 

53. The subject studied requires no particular aptitude on the 
part of ,the students. o ^ > 

5»*. Members of des^oh ^lOn't care nhat t>^e clasps Hops. 
55, There are displays around tt.v classrooms. 



56. All students know each other very well. 

57. *^v. classrooms are too crowded. 

58. Students are not in close enough contact to' develop likes 
or dislikes for one another. 

5^. cla<^sos are rather informal and few rules are imposed. 

60. Students have little . idea of what my classes are attempting 
to acccmplish. 



61. There is a recpgnized right and wrong nay of going about 

class activities. - 1 

62. What m classes do is determined by aliTthe'istaderLts.. 1 

63. Af ter^ "TT-ciasse? , the students have :^seiuie of satisfactlpn. 1 
6U. Most students cooperate rath<j^^r^thanjcon5>ete with one another. 1 

65. The objectives of rr*^ classes are specif icV' " ^^^^^T^^^^^^C..^ 1 

66. ' 'Students in my classes tend to^^irt^r^^J^^^^ hard to^do. 1 

67. ..Each student know^^ the goals of thd" courses. ^ \ 

68. All classroom procedures^^re well-established. 

69. Certain students in mv classes are resnonsible for petty 
quarrels . ^ 

70. Many class members are confused by what goes on in mv classes. 1 



71. ^«y classes are made un of individuals who do not knov?, each 
other well. ^ 

72. My classes divide their efforts among several purposes. 1 

73. My classes haye plenty of time to cover the prescribed amount 
of work.^ 1 

7*». Students who have past histories of being discipline problems 
^ are discriminated against. ' 1 

75. Students do not hdve to hurry to finish their work. 1 



?7l^TIiere-i«^4nuc^ in ay; elasses. 



78. The subject^ 
Tneny stud 




tions in Tity ^cl:3sses-^e elemental for 



79. Studejits-^re^'weri-satisfied with the work^of my 



80. A few menib<grs-ef nv^ claases have, much fp^eat^t* i»fl««nce ^P^^ 
the other members. ... - T ^ 




~l3|iv - There is a set of rules for the students to folXcff^T^ 

82. Certain studerrts-^^dcSiH^ike other ctud^irfsl 
83. '^y classes realise exactly how much VjoHT they- ^aye to do- 



84. 



Students share a conynon concern Tor the success^ 



85 . There is_ little tiwe for day- 




^G. Mv classes, ^e :7orkinr toward iftanv different t'cals. 

87. ^^-y class members feel rushed to finish their work^ . . 

'88. Certain students are considered uncooperative. 

89. Most students sincerely wdnt mv classes to be a tuccessi 

90. There is enough room for both individual arii group work. 
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51. tach student knows the ether members of my classes by their 
^rirst names.' ~ 

92. Fa\lure of"my xl^sses^wc^uldj to i:*ost members^^^^^ 

9T. ffy passes have^^^ficiiitj^Jce.eping up withtlidii'^'as^i^ 
worifi\ — ----- , — rr--^^.,.-'^ ^ ^ 

94. There '^s a great ^^X--^'TconfUsr</n during class meetings. 

V , " ^ / 

-95.;ir7ITlfi«?eilt^ ^t^^ vary a ^eat deal regarding which aspects 
of ji^^^'cia&ses ^they ^e-i&ter?ste d in^^ . 



— §6r : E^eh--st4ident JiL my_cJ^^ has a clear idea of the 'xilass 
goals . 

97. T!6st students- -cooperate equally with other class members. 

98. ^ertaiiv -atudents ere favQr^iQore:: th an rtfae-r est^ 

99. Students have a great concern for the progress of my elates. 

100. Certain' students stick together in small groups. 

101. Most students consider the subject-matter easy. 

102. The course materials are covered quickly. 

103. There ic an undercurrent of feelinp. among students that \ 
tends to pull my classes apart. 

lOU. Many students in the school would have difficulty doing the 
advanced work of my classes. 

lOS. Students seldom compete with one another. 
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HOW OFTEN MY PRItlCIPFiL DOES THIF^S 

Seme of the jobs t/hich principals perform while they 
are at school are listed below. Read each sentence to 
yourself and think about how often your prixjcipal does this 
30b in your school. After you read each sentence, circle 
one of the nurabers by tlie sentence that best says how often 
you feel your principal does this job. 

If you think your principal does the first thing 
almost always, circle a ••4". If he does it leas than that, 
circle one of the other norabers. For example/ if be does 
it almost never , circle a "1". 

Remsmber, read each sentence and circle onl y one nuozber^ 
Think about how often the principal dc3B each^jhin^i, not 
about how good he is at doing it. 

Please do not^berin until you ere told tc do 00. 



1. My principal talks with me about 
things I like to do^ 



Ne-'-er 



ALuost 
Always 



2. My principal meets with parents 
and children to plan what we ' 
learn in school. 



Almost Almost 
Never Always 



3. Hy principal talks with children 
about why they misbehave. 



Almost 
Never 



Almost 
AJ ways 



h 



Ky principal talks with children 
about v;hat will happen if they 
misbehave • 



Almost 

N3'''er 



Almost 
Always 



Almost Almost 

Hevar Alvrayn 

5. Hy princ3pal talks with cliildren ^ 

during lunch and free tirae, 1 2 3 U 

30 
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HOW OtTEtl m PRIUCIFU WES THimS 



6. % principal treats children alike 
when they break rules* 



Almost 
Never 



Almost 
Always 



Almost 
Never 



?• My principal tells us how isrporbant 
" it is to come to school every day« 1 



Alfliost 
Alwayg 



8« liy principal is easy to see when I 
want to talic to him about somethisig 
important. 



AlKOSt 

Never 



Almost 
Always 

h 



Almost 
Never 

9. hy principal give^ us rules on how 
to behave in school. 1 



Almost 
Always 



10. i^ly i>rincipal talks with my class 
when my class misbehaves. 



Almost 
Never 



Almost 
Always 



Almost 
Never 



11. Hy principal helps the teachers 

watch over us at school activities. 1 



Almost 
Alvrays 



12. i4y principal goes to scnool 
activities. 



Almost 



Almost 

Alvays 
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HOW OFTEN MY FRTiiCIFAl DOES TmiiCS 



13* My principal helps children xhen 
they misbehave* 



Ai-iost 
Never 



Almost 
Lwayg 



When children iL.sbehave my 
principal talks with thejn^ th^ii- 
parents and teachers • 



Almost 
Never 



Alincst 
Always 
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HOW WELL MY PRINCIPAL DOES THINGS 

Now read each of the follov4na statements and ;hink 
atoout how well your principal does che job described. Circle 
one of the numbers by the sentence that best says how well 
you feel your principal does this job. . 

If you think your principal does the first thing ver^ 
w|ll. circle a "4". if he does it not so well, circle, on^ 
of the other numbers. For example, if he does it not t o>: , 
well, circle a "1". Remember, read each sentence, and 
cxrcle only one number. Think about h^w well the ^yrincipal 
does each thing, not how often be does it. 

Please do not begin until you are told to do so* ^ 



1. When my principal talks with me 
about things I like to do, he 
does it 



2. My principal ^ meets with par.ents 
and childrea to plan what we 
learn in school. He does this 



3« Hy principal talks with children 
about why they misbehave. Ke 
does it 



k* When, my principal talks Vith 
children about what will happen 
if they misbehave, he does it 



5. When 'my principal talks with 
children during lunch and free 
tine, he does it 



Not Too 
Well 




Not Too TVery 
Well Well 



Not Too Very 
Well ^ Well 



Not Too 
Well 




Nob Too Very 
Well Well 
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How Well Ky'Fi'incipal Doe a Things 



6. IVhen children break i^lIcs, m,y 
principal treats them ^like. " Ue 
does this 



Not Too Vevy 
. ttlll_, , Well 



Wat Too 

Wel l Wei^ 

?• When my pi-incipal tell.*? lis hi">K 

important it is to attr;ni pi^lux^l 12 3 
rrei;:y dajr., hp dce.^ this 



8« When I want to see my pi'ir7i-.i;v?I 
to talk about things thsiz az?e 
important' to me, he takes cafe 
o.L doing it 



Wet Toe Ver} 
Well ' Wei: 



9. When my principal gix'^es uf :nilci 
on how to behave in pchv^ol, he 
does it 



Not Tc^> , Very 

Uell Well 



10, Wien my class misbehaves my 
principal talks with them, 
he does it 



Wot Too 
Well 




Hot Too 
Uell 

U. Vihen my principal helps the teachers 
watch over us at school activities, 1 
he does it 
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H.vf Well .'/y /rl7ri;v^l r/ii.-i-' 



12. When my p^'incipal goep tc t-f^iiv.! 

activities, he does it 1 



Net Too 
Well 



TV:? 



13. iiy priijcipal helps fhilctreti whc* ^ 

jnisbehave. He does this 1 



Wet Too 
Well 



Vei} 
Well 



■ ll>. When children ralsbehsve, my 
principal talks with them ajid 
their parents and te.tchevs. 
He does this' 



Net Tor 
Well 



Very 
Well 
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APPENDIX C 

T 

Jhe School Survey and 
Principal Performance Description Survey - Teacher Form 
(Frequency and Effectiveness Scales) Administered 

a 

to Elementary and Secondary Teachers 



TCApHrP B/^rKGPOUtJD TNFORMA'^IOir 



Name of School 

Sex M D 

Age 

Years of TeacMng Experience^ 
Grade Primarily Taught 



Level of School Taught: 
1, Elementary Q 

7. Middle □ 



r 



SecondaJpy 

^lajor Subj^ect Matter Area taught (Chyck one only): 
' 1, Music and/or Art [.J 

2. English and/or Foreign Language 

3. Social Studies ' ^ 

4. Mathematics !I 

5. Science 

6. Physical Education i_J 

7 . Other 
(Please specify) 



SCHOOL SURVEY 

INSTRUCTIONS. This inventory contains nn statononts cover inr vour oninior.s and 
attitudes about your work. Read each one carefully, and deciae bow you fe«I 
about it. You will agree with some statements and disagree with others. You 
may be undecided about some. To help you express your opinion, three possible 
responses are given beside each statement. All you have to do is choose the 
response that most nearly reflects your opinion, and mark art "X" in the box 
under it. Us|e a pencil, and if you make an error or wish to change your answer, 
simply make an erasure and then mark an "X" in the proper box. 

WQRK RAPIDLY, BUT ANSWER ALL STATEMENTS. Do not spend too much vtime on any one 
statement;. Some of the statements may not be worded exactly the way you would 
like them to be. However answer them as best you can. Be sure to, respond to 
every statement. Mark' ortly one box for each statement. If you cannot really 
decide about a statement, mark the ^'?" box and go on to the next statement. This 
is not a test; there are ncx ''right" or "wrong" answers. 

r 7- Agree ? Disagree 

1. People in the communis this school serves are i — i i — i i — 
"education-oriented" . ^ ' ^ 

2. Too many teachers in this school seem to be more 

concerned with their own personal interests than pj rn 

with the overall welfare of the school 

3. My work in this school district provides me 

with ample opi^ortunity for persona] rrowth ^nd qjj ^ 

development 

U. I have plenty of opportunity to express my 

idp^« abuat salaiT" matters in this fH 
district ^ ^ 



5. This school assumes too many educational 
responsibilities that properly belong in the 
home or to other community ap;encies ...>.. 

6. It seems to me that the school board should 
reconsider the amount of authority it has 
delegated to the superintendent 



n n □ 



□ D □ 



Go on to next page. 
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Agree ? Disagree 

7. Insofar as they affect me, decisions made 

by the superintendent are fair and H*! n 1 — I 

equitable * —J ^ 

8. I am asked to read too n.any cor^unioaticns from | — | j | I I 
higher-ups in this school district ^ /: 

9. Our library services for students are very ' i — i i — 1 fH 
satisfactory ' — ' ' — ' 

10. The work of staff specialists in this school 
(subject area consultants, phys^^cal education, 
music, art, for*eign language teachers, etc.) 

is well coordinated with the work of the p"j j — | « rn . 

<:LiS3room teachers ' — 

11. I am asked by administrators and supervisors . 

to spend too .'nuch time in. school or district- - \ rn r*j r— i 

wide profecsiL -»l meetings . . .\ ^ ' — ' 

12. Our salary schedu ' i3s ^-o cotnpensate us n PI n 
sufficiently for y^vice ! — ' . I — > 

13. My principal backs me up in n.^ '«^jx'ngs Fl I — I 
with parents ^ ' — ^ 

lU. Physical facilities -for our personal use 

(lounge, washroom, etc.) need to be greatly | i I 

improved 

• 

A/rree ? Disagree 

15. The salary schedule here gives me little I — i | — | 1*1 
incentive to seek advanced training^ I — ' ' — ' — *. 

16. From all I can gather, people who get promotions | — | I | i — j 
in this school district deserve them ^ — ' — ' ^ 

17. Certain cornunity pressure groups exert too 

much influence on the professional work of r—; r— i r-| 

this school I— ' »— J 

18. The quality of supplementary materials for 

student uso in this school needs to be rn m rn 

greatly improved ' 

IQ. The school board seems more concerned about 

keeping costs down than about building, an p— ; p-i ; — i 

effective school proj^ram ' — ^ I— ^ *— J 

20. I feel our salary schedule adequately rewards j — i r*-| 

outstanding work ; . . . . — ' * — ' l—J 

Go on to next page. 
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A^ree ? Disagree 



21. I think my performance is evaluated fairly by n Fl 
those who are assigned to appmise my work ^ 

22. In this school » the assistance provided ine in 

matters of curriculurr^ ana me-^hods is ^ i~i r— j 

clearly effective ^ L J ^ 

23. The instructional materials provided for ne in i r- 1 . — \ 
my work are very satisfactory . '-^ ' — ' ' 

24. A student in this schocl sometimes has to do f— i r— >— i 
without needed supplementary matsrialS ' — ' 

25. .Little efforlr is made in this school to 

evaluate the effectiveness of the instructional' n ^ 

program * ' — ' 

26. The school library and/or reference materials ^ 
available to students are adequate to meet p n r— i r- 1 
instructional needs y ' ' — ' ' 

27. I think the school board does all it can to p- • -^l rn 
helo build an effective educational propram ^ * — ' ^ 

2B., My principal seldom tries to get my 0 D D 

ideas about things. ^ 

2^. The oolicy for student promotion and r—i r-| r~| 

retention in this school is' sound ' . . . ^ ' — ^ 

30. The textbooks my students are assigned are ^ P"' n 
irrelevant, inaccurate, and/or out-of-date — ' 

Agree ? Disagree 

31. As far as I'm concerned, extracurricular 
duties (sponsoring student club3, school 

activities, etc.) are distributed fairly [~| j | 

in this school % ' 

32. ^Most of the students I work with have been , i— ] r-i 
assigned to the r^rade level that is best for thenn . , ' ^ * — ' 

33. I would prefer a different work assignment 
(grade level or subject matter) from f~ — i 
the one I have now — 

34. In general, I approve of the educational p- 1 . 
oolicies of the school board ^ 

35. ' It is easy and convenient in this school to get 

teaching aids and equipment to use in the class- | — ; 

room "^"^ * — ' 



□ 
□ 

□ 
□ 



Go on to next pag.; 
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Agree ? . Disagree 



36.. It seen^s to me that the school board fails to 
^concern itself with some really important 
educational matters 

37. The procedures used^ir'^his school for ju^^^Iflg^- 
my work performance are helpful to m^e in 
in^rdving my w0rk 

38. Employee benejfits in this district (sick leave, 
educational l^ave, personal? leaye, etc) 

fail to fit out needs 

39^. Almost all students in this school seem well 
^-fSrepared for advancement to the next higher 
grade level 

40. In general, the parents Nof^the students in this 
school are interested in l^elping us 
educate their children. . .\ ^j^^^--^ 

*»1. I'm rarely told whether or not I'lp^oing good 
work /\ 

U2. Tftere is^an adequate program on stude> 

teacher consultation in this scl^ool aft^r each 
reporting period^ 




^ US. * I am seldom encouraged by administrators or 
supervisors to attend outside professional 
conferences and workshops . . . 



44. 



V 



U5. 
47. 
49. 



I fail >t6. understand how my work performance 
is appraise<J and evaluated^^ipr^fhTs- schooT^— 

I Have sufficient supplies for my work. 

\ / 

I have adequate opportunity to express my 
viewpoints about the philosophy and goals 
of this school. . . . 

The parents of students exert too^^gr^a^aiL^ 
influence on education matters /In this schools 

/ 

Our system for reporting student progress tc 
parents needs considerable improvement 

We are permitted to discuss controversial 
matters with students as long as we remain 
objective and factual , 



□ 


□ 


□ 

c 


□ 


□ 




□ 


□ 


□ 


□ 


□ 






□ 


□ 


□ 






□ 


□ 


□ 


□ 


□ 


■ □ 


Agree 


? 


Disagree 


□ 


□ 


□ 


□ 


□ 


□ 




□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 



Go on to next pcige. 
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Agree ? Disagree 



50. The superintendent seenis to b^. willing to give 

careful consideration to the i^eas arc cuggestions 
of teachers in this school. . . ♦ 

51* My principal keeps me well irfc -rr.^d ahout 

matters affecting my work 

52. This school lacks an "atmosphere of learning" . . . 

53. My salary is sufficient to give me a 
reasonable amount of security 

54. The specialized programs in this school 
(music, art, drama, physical education, etc.) 

^ need to be greatly improved 

55. My principal seerns to have sufficient influence- - / 
with the superintendent in deciding ^wbat-^^e—do--^ (— j 
and how we^do it in our school 



□ '□ 


□ 


□ □ 


□ 


□ □ 


□ 


n □ 




□ D / 





□ yG □ 

56. Rejla^ionc between the parent^ of students and rr*j^ j~] 

^the staff of this school to be improved. . . . ^ l-J ' — ' 

□ □ 



^^7. The superintendent seems to'^havfe-^^n effective 
working relationship with the schoVjL-^a^d. . 



58. Effective remedial help is available to ahy of i — i i — , PI 
my students who are failing in school ' — ' ^ — ' — ' 



59. Teachers should have a greater voice in 
selecting student textbooks and reference 
materials in this schools 



□ □ □ . 



Af^ree ? ^ Disagree 



60. There is a spirit of willingness to e:gnerim6nt _ _ ^ 
wil:h new curriculum ideas in this school LJ L ^ Lj 

61. I seldo^n get th^ help I need in handling 
difficult discipline cases. 



The school tcard scen>s to recof^ni^e the professional f*) 
chrfi^cter of our work in the schools ' L» 



f^3. The eninhasis on acadeiriic subjects in this 

school sometirnes operates to the detriment of 

students who will not be pursuinjr acadeinic i — 

prorrams later 1 

/ 

ft'. The number of students I have to work with niakes — " 

it difficult for hp to do a cood iob ■ li 



.-J 
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Agree 

65. The school board seems to be interested in ' — 

obtaining our ideas and suggestions ^ — * 

66 • I am required to do too much a^JministratJ.ve 

paper work (attendance report:-, tardy tJiips, . j — \ 

statistical reports, etc,) • • * — ' 

67 • For my level of professional competence, I am \ — 

adequately rewarded financially ^ 

68. The superintendent seems to lack interest 
in the personal welfare of the staff of this | — i 
school. . . ^ i ' — ' 

69. Most of th^ time it*s safe to say what you think 
around here ^ ' — l 

70. In my ^opinion, the school board seems to be | — i 
divided cn too many issues *— ' 

In workin<5 with my students, I have adequate 

opportunity to allow for their individual r*^. 

differences . : — 

72, We lack satisfactory procedures in this school |— i 
for evaluating student progress ^ — ' 

73, Administrative matters seem to get more 
attention in this school than the educational 
program . 

71;. There is adequate space and equipment for 

carrying out my work — including desk space, — i 

drawers, bookshelves, and the like ' — ' 

Agree 

75^ I am required to perform too many non- 
professional duties in this school (yard, 

hall, stair, lunchroom, and study hall ^ 

duties) » • . . ' 

76. People in this school cooperate well 1— J 

77. The students I work with seem to need an — 
unusual amount of discipline ' — • 

79. fly principal fails to * go to bat*' for us 

with his superiors — 

Go on to 



□ 
□ 

C 
n 



□ 



□ □ 



[J 



Disagree 

□ 

□ 
□ 

□ 



□ □ 



□ 
□ 

□ 



? Disagree 

□ □ 

□ □ 

: 1 lI] 

□ □ 

next paf^e. 
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A^ree ? Disagree 



79. 



80. 



81. 



82. 



83. 



8»». 



85. 



86. 



87. 



e8. 



«50. 



The buildinps and rrounds v;!jere I work are ; — j -—\ , — | 

ksDt as cle'an and attractive -is po«?ciLle *— ^- ' — ' 

In my opinion, our si^ecialized services (EMH, 
speech therapy, piuidance cour.n ^linq , sccitil work, 

etc. ) fail to meet the neods of our lH C Q 

students 

Generally gpeaking, I fejl I could do "far better 

work with students different from thpse (—n |~] 

usually assigned to me i — ' '■ — ' • — ' 

Our practice?! for narking and reporting student . — i — i i 

progress are satisfactory — ' ' — ' ' — ' • 

My/ principal seldom shows initiative in t — j | ; } 

seeking ways to help us in our work . . ^ - ^ 

There are many cliques or groups in this school ^ — | j pn 

that create an unfra^endly atmosphere 

Interruptions (messages, monitors, intercom 

bulletins) are k^t to a minimum in this ' I i i ^ 

school ^ 

Apree ? Disagree 

Adequate facilities are available for my use ; - • 

durinfT off~perp.ods for grading? papers, meeting : — | j j \ 

with students and parents, and the like — * ^ ' — 

The superintendent usually tries to take action 

on the corolaiiits of. staff membt^rs in rn I ^ 

this school . * — 

The poor » ork nerforr.ance of some people on 

this school staff makes it difficult for us to ^ j ] — i 

achieve adequate instructional p,oals ^' ' — 

Mv principal fair in hir dealinrs r— i i — | , — i 

with me * ' ^ ^ 

The p^eneral pliysical condition of my classrooms 

(liphtinf^, temperature, ventilation, etc.) j — | f — — | 

hampers ne in doin,^, a good job * — ' , — ' 

A f^w of the people in this school think they — i ' | , |^ 

run the place ^"^ 

I receive sufficient clerical assistance^ to do j — | ^ — j 

ny job ef f*^ctiv»=^lv ' — ' * * 

/' 

/ Go on to next page. 

- 7 - 



ERIC 



14 



^ Agree ? Disagree 

93, There is little opportunity for me t^'take part 

iti the development of t^e currlculjrii of this ^ ~j j~l 

school \. ^ * 

9U. This school system fail;- to provide adequately 

for the needs of exceptional students (slow -1 — i — | 

learners, rifted students, the handicapped) • I— I !_i 

95. fly professional work load is fair and . — i rn j — j 
reasonable ' . 

96. Too many students in th. school seem to be - 

more interested in getting grades than in — \ \ j i — ^| 

learning ^ — ' ^ 



□■ □ 



97. The classrcons, offices, and other work 
areas in this school need considerable ' "1 
improvement ° ' — 

98. Most of the professional meetings I am required to 

attend in this school district are t"^ [H [1] 

worthwhile ' 

99. There seems to be "too much friction ^ ^ ] i — j j — j ! I 
between, administrators in this district.-' *— ' 

Agree ? Disagree 

100. Too often we are asked to work on coniriittees 

whose efforts and reports are subsequently Q j ] [ [ 

if^nored 



10^. This ^school district laf^s behind other districts 

of comparable size and financial resources i — ) i — i 
in introducing up-to-date materials and equipment. • . 1 — ' ' — » 



102 • The layout of this school is inconvenient p— j r— t ^ , — | 

for the staff L ^ J 

103. Even when you take into account differences 
in student ability, other schools in this 

locality seem to be ahead of this one in | | rn 

educational effectiveness ^ 

lOU, f'y recommendations about promoting and i — i p-i p-i 

retaining students are usually followed ' — ' I— ^ ^ 

105. I feel our school systeni is one big reason r— i |— • p- ij 

why Deople choose to live irf this coTnmunity L-I LJ 

Go on to next page. 
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106» My principal see*n5 to take surfostians 
for inprovement as a personal 

criticism 

107. We are seldom informed alont v^hat the 
top administrators in this dLcti^'ict are 
thinkin/^ 

108. I would rate this school system as one of the 
best for those who want to work in education . 

109. This school district's in-service educational 
pro^rram helps me improve mv professional 
skills " . . 

110. Educational jobs in this school district seem 
to be graded fairly with respect to salary . . 

111. In my opinion, adequate educational . standards 
are beinj^ upheld in this school 

112. I'm essentially in afjreement with the school's 
student retent^'on policy . .r 



113. My principal has an unrealistic view of what 
foes on in my work situation^ 

114. Teachers and other professional personnel in 
this school freely share ideas and materials T 

115. Compared with other school systens in this 
state, our salary scale in this district is 
okay ; 

116. ^^y students show normal consid'^ration, courtery 
and respect 

0 

117. Student absences are excessive in this school. 

118. I would definitely recommend this school to 
prospective teachers ds a good place to work . 
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PRINCIPAL PERFORMANCE DESCRIPTION SURVEY - TEACHER FORM 



A list of principal tasks is given below. Two scales are presented for 
you to use in making judgments about the frequency and effectiveness of vour 
principal's performance of each task. For the principal identified at the 
top of the page, please read each statement and circle the appropriate number 
on the scales provided. 

The effectiveness scale is to be used only if the frequency rating for a 
statement is greater than '*1"* For example, if you circle a "1" on the fre- 
quency scale corresponding to NEVER, leave the effectiveness scale blank and 
proceed to the next statement. 

If you judge a task as irrelevant for your principal, mcke no ratings on 
either scale for that task. 

< 

PleasB'rate each statement independently; e.g., think about your . 
principal's functioning on each individual item. 

Thank you for your cooperation I 



FREQUENCY With Which 
Principal Performs Task 



EFFECTIVENESS 
With Which Principal 
Performs Task 



o 



12 3 4 5 



Provides each teacher with a cur- 
riculum guide. 



o 



12 3 



S 

ft: 



12 3 4 5 



1 2 3 U 5 



2. Schedules ^teacher meetings by grade 
level or department to discuss in- 
structional practices. 

3, Develops a system in which teachers 
work cooperatively in implementing 
instructional objectives • 



1 2 3 U S 



1 2 3 U 5 



1 2 3 4 S 



4. Discusses importance of confidential- 
ity of student records with staff. 



12 3 4 5 



1 2 3 4 S 



Communicates to staff the importance 
of t^heir participation in school 
Dolicy decision-makinp. 



1 2 3 4 5 



- 1^ 
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FREOIOCY With Which 
Principal Performs Task 



EFFECTIVENESS 
Witu Which Principal 
Performs Task 



o 

OH 



1 Z 3 ^ s 



6. Meets with teachers periodically to 
discuss individual children. 



2; 



a 



a: 



1 2 :h 4 5 



1 2 3 i* 5 



Discusses system policies and deci- 
sions with individual staff members » 



12 3 4 5 



12 3 4 



8. Discusses instructional objectives 
with individual teachers. 



12 3 4 5 



12 3 



Attends scheduled inter- and intra- 
school activities. 



1 2 3^ 4 5 



12 3 4 



1 2 3 4 5 



1 2 3 4 5 



10. Discusses with teachers the neces- 
sity of being "objective" in using 
permanent records. 

11. Distributes permanent folders to ' 
teachers at beginning of year. 

12. Discusses with teachers the impor- 
tance of keeping records up-to-date 
and complete. 



1 2 3 4 5 



1 2 3 4 5 



1 2 3 4 5 



1 2 3 4 5 



13. Distributes policy statement to 
teachers about the keeping of 
pex^mancnt records. 



1 2 3 4 5 



12 3 



14, Discusses re^^ponsibility for col- 
lecting student information with 
staff. 



1 2 3 4 5 



1 2 3 4 5 



15. Participates in professional,. improve- 
ment activities with teachers. 



1 2 3 4 5 



1 2 3 4 5 



1 2 3 4 5 



IP. Discusses duties and responsibilities 
with staff prior to assignment. 

17, Evaluates instructional climate by 
observing in the classroom. 



1 2 3 4 5 



1 2 3 4 5 



1 2 3 4 5 



18. Explains to teachers the importance 

of membership in professional organiza- 
tions and continued professional frrowth 



1 2 3 4 5 



- 11 - 



EFFECTIVE WESS 

FREQUENCY With Wlu'cb With Which PrincTpal 

Principal Performs Task Performs Task 

^ ft 

If. ^ ^ . 

1 2 3 ' 4 5 19. Informs staff members of assigned 12 3^5- 

authority via memo, newsletter, letter, 
or other written communication. ^ 

1 2 3 5 20. ^ Conducts needs assessment of pro- 12 3 4 5 

fessional educational staff. 

1 2 3 5 21. Periodically meets with staff to 12 3 4 5 

discuss and evaluate assignments. 

1 2 3 U 5 22. Delep;ates authority for classroom 1 2 3 U 5 

operation to teacher according to 
system policies. 

1 2 3 U 5 23. Assigns availably specialists to 1 2 3 U 5 

work with staff at in-service 
training sessions. 

12 3 4 5 2U, Encourages teacher feedback on 12 3 4 5 

school operations in faculty/ 
depai'tment /grade level meetings. 

1 2 3 4 5 * "25. Distril^utes written conies of school 12 3 4 5 

board policies to all school per- 
sonnel. 

1 2 3 U 5 26. Discusses school board policies with 12 3 4 5 

staff at faculty meetings. 

12 3 4 5 27. Posts copy of school hoard policies .12 3 4 5 

on teachers' bulletin board. 

12 3 4 5 2B. Requires teachers to prioritize their 12 3 4 5 

materials and equipment needs. 

I ^ d ^ S 00, rKjx-mulntcst ^^i^atHng practioeo with 1 2 3 4 5 

teachers, 

12 3 4 5 30. Schedules released time for teachers 12 3 4 5 

to plan for and revise courses during 
regular school day. 
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E FFECTtVENESS 

FREQUENCY With VHach With" Vhich Principal 

Principal Performs Task Performs Task 

y ■ ^ P 



"X" 2 3 U 5 i 31. Infortms teachers of instructional 1 2 3 U 5 
/ materials budget. 



1 2 3 U 5 32. Discusses with teachers school 1 2 3 U 5 . 

policies related to the maintenance 

of student cumulative records. 
* »'/ ' 

12 3 4 5 33, Provides supervisory assistance for 1 2 ^3- U 5 

school activities. ^ ^ \. , 

1 2 ^ 5 3U. Identifies and defines school pro- l \ 2 3 U 5 

blems by meeting with staff. 

12 3 U 5 35. Collects sucrgestions from staff 1 2 3 U 5 ' 

regarding needed physical facili- 
ties improvement. 

1 2 3 U 5 3B. Collects suggestions from staff as 1 2 3 U 5 ^ 

to most effective methods for im- 
plementing board of education recom- 
mendations. 

1- 2 3 U 5 37. Requests that all teachers report 1 2 3 U S 

major rule infractions to the princi- 
pal. 

1 2 3 U 5 38. Encourages teachers to inform parents 1 2 3 U 5 

about school programs and activities 
through students. 

1 2 3 U 5 39. Encourages teachers to consider indi- 1 2 3 U 5 

^ . vidual differences when evaluating 

student progress . 

12 3 4 5 UO. Discusses educational program changes 12 3 4 5 

with teachers. 

1 2 3 U 5 m. Discusses minimally acceptable aca- 1 2 3 U 5 

demic performance standards with 
teachers . 

1 2 3 U 5 U2. Encourages teachers to work together 1 2 3 U 5 

in modifying curriculum. 
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FREQUENCY With Uhich 
Principal Performs Taik 



1 

1 

1 
1 



1+ 
1+ 



o 



1 2 3. U 5 



2 3 U 



2 3 4 5 



1 2 3 «♦ 5 



1 2 3 I* 5 



12 3 4 5 



12 3 1+ 



1 2 3 U 5 



1 2 3 U 5 



12 3 4 5 



12 3 



EFFECTIVENESS 
With Which Principal 
Performs Task 



I 



Discusses with teachers those in- 
st»uctional skills for which they 
are to be held accountable, 

Discusses evaluations with indivi- 
dual staff members. 

*.^5. Discusses board of education recom- 
mendations with staff, 

U^. Discusses system poals with staff, 

U7. Encourac^es teachers to try new and 
innovative teaching]; methods in 
helping the consistently failing. 

U8. Discusses problems of specific con- 
sistently failinp^ students with 
teachers . 

UO. Periodically discusses; classroom 
^oals with teachers. 

50. Discusses results of school testing 
projrram with teachers. 

51. Provides variety of instructional 
proprcims to meet individual learner 
needs. 

52. Works with a curriculum committee 
to establish froals. 

53. Appoints faculty committee to^ re- 
view curriculum content and organi- 
za^tion and recommend needed changes, 

5k. C<)llects suggestions concerning 
student performance criteria from 
teaching staff. / 

55. Discusses problems in evaluating 
classroom instructional climate 
with teachers. 



I 



12 3 4 5 

12 3 4 5 

12 3 4 5 

12 3 4 5 

1 2 3 4 5 

1 2 3 4 5 

1 2 3 4 5 

1 2, 3 4 5 

1 2 3 4 5 

1 2 3 4 5 

1 2 3 4 5 

1 2 3 4 5 

1 2 3 4 5 
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EFFECTIVENESS 

FREQUENCY With Which ^ With Which Principal 

Principal Perfornis Tack Performs Task 



0 



3 s ^ 



1 2 3 U 5 56. Observes teachers in classroom 1 2 3 U 5 

in order to identify instruclrional 
problem solving skills needing im- 
provement • 

1 2 3 U 5 57, Requests reccinmendations from de- 1 2 3 U 5 

partments concerning the master 
schedule. 

1 2 3 U 5 5R. Orients staff to the need to take 1 2 3 U 5 

into account individual student 
differences. 

1 2 3 U 5 5^. Discusses with faculty the design 1 2 3 U 5 

and use of insti^uments used to eval- 
uate instructional program. 

1 2 3 U 5 60. Discusses student performance cri- 12 3 4 5 

teria with teachers at grade level 
and/or departmental meetings. 

1 2 3 U 5 61. Attends PTO-PTA meetings. 1 2 3 U 5 

1 2 3 u 5 B?. Discusses wit^i teachers which pro- 1 2 3 U 5 

cedures for evaluating both short 
and long range ^instructional objec- , 
tives are to be employed. 

\ 

1 2 3 U 5 63. Periodically observes teacher-student 1 2 3 U 3 

classroom interaction. 

1 2 3 U 5 64. Requests teachers to identify stu- 12 3 4 5 

dents in need of special diagnostic 
testing. 

12,345 65. Provides leadership staff with a 12345 

v;ritten description of their resoon-- 
Glhilitief^ and duties. 



1 2 3 4 5 t 66. , Discusses system-wide goals with 

" staff. 



1 2 3 4 5 



FREQUENCY With Which 
Prihcipal Performs Task 



I 

o 



EFFECTIVENESS 
With Which Principal 
Performs Task 



1 2 3 U 5 

1 2 3 U 5 

1 2 3 U 5 

1 2 3 t» 5 

1 2 3 U 5 

1 2.3 U 5 

7 

12 3 4 5 

1 2 3 U 5 

1 2 3 U 5 

12 3 i» 5 

1 2 3 U 5 

1 2 3 U 5 

1 2 3 U 5 



H 

t 
I 



ti9 

I 



67. Discusses job responsibilities 
with staff. 

68. Discusses the services px^ovided by 
subject matter specialists with 
teachers. 

69. Discusses with teachers policies 
for keeping permanent records. 

70. Makes school behavioral guidelines 
available to students and teachers. 

71. Discusses' classroom behavior pro- 
blems with teachers and students. 

72. Discusses pupil personnel problems 
with teachers. 

73. Discusses with teachers inf citation 
to be included in student cumulative 
records • 

7U. Encourages teachers to generate new 
curricultim ideas* 



1 2 3 5 

1 2 3 U 5 

12 3 4 5 

12 3 4 5 

12 3 4 5 

1 2 3 4 5 

1 2 3 4 5 

1 2 [3 4 5 



75. Discusses results of classroom obser- 12 3 4 5 
vations with individual teachers. 



76. Encourages teachers to use in-class 
methods to highlight student achieve- 
ments. 

77. Provides staff with written informa- 
tion concerning salary schedules ♦ 



1 2 3 4 5 



1 2 3 4 5 



78. Communicates results of staff evalua- 1 ^5 3 4 5 
tion to staff members* 



79. Explains professional benefits ac- 
cruing to members of professional or- 
ganizations during faculty meetings, 
e.g., legal protection, special in- 
surance plans, etc. 



1 2 3 4 5 
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FREQUENCY With Which ^ E!TECTIVENESS 

Principal Performs Task \ With Which Principal 

Performs Task 



I 



1 2 3 U 5 80. Collects suggestions from staff foi' .1 2 3 U 5 

Uesigning system-wide goals. , 

12 3 4 5 81. Schedules staff meetings to discusf^- 1 2 3 U 5 

curriculum content areas where modi- 
fication is needed. , 

12 3 4 5 82. Arranges for parent-student-teacher X 2 3 U 5 
^ conferences when necessary to discuss 

inappropriate student behavior. 

1 2 3 U 5 '83. Periodically collects instructional - 1 2 3 U 5 

materials and equipment needs from 
staff. 

12 3 4 5 84. Periodically collects data on staff- 1 2 3 U 5 

ing needs from staff. 

1 2 3 U 5 85. Organizes faculty committees to eval- 1 2 3 U 5 

uate curriculum content. 

1 2 3 U 5 86. Explains budget guidelines to staff 1 2 3 U 5 

responsible for directing various 
school activities* 

12 3 4 5 87. Discusses legal requirements affec- 1 2 3 U 5 

ting budget expenditures with staff. 

1 2 3 U 5 88. Monitors the use of school funds by 1 2 3 U • 5 

various school clubs and organiza- 
tions. 

12 3 4 5 89. Infbrms staff in writing of prpced- 1 2 3 U 5 

ures to be followed in requisitioning 
instructional materials and equipment. 

1 2 3 U 5 90. Discusses results of instructional 12 3 4 5 

materials needs survey with teachers. * ^ 

12 3 4 5 91. Discusses information to be entered 12 3 .;4- 5 

6n student records witli staff. 



EFFECTIVENESS 

FREQfJENCY With Which With Which Principal 



Principal Performs Task Performs Task 



H 

b 



1 2 3 U 5 92. Discusses student information 1 2 3 U 5 

priorities with staff • 

1 2 3 U 5 93. Delegates authority for obtaining 1 2 a U 5 

new student records to appropriate ^ 
staff members. 

1 2 3 5 9U.^ Discusses disciplinary re^ponsibi- 1 2 3 U 5 

lities with indivii^ual teachers. 

1 2 3 U 5 §5. Discusses with teachers the impor- 1 2 3 U 5 

tance of being consistent in dis- 
ciplinaj?y actions taJcen. 

1 2 3 U 5 96. AJipbints teachers to ser^e on ' 1 2 3 U 5 

curriculum committee . - - - " 

1 2 3 U 5 97. Provides each teacher with,^ copy 1 2 3 U 5 

of system-wide and schopi policy 
h^dbooks . 

1 2 3 U 5 98. . Collects information from teachers 1 2 3 U 5 

on whether th^ can correctly inter- 
pret data ijx student cumulative 
records. 

1 2 3 U 5 99, Discusses with teachers information 12 3 4 5 

to be entered in permanent records. 

1 2 3 U 5 100. Makes records available to teachers. 12 3 4 5 

1 2 3 U 5 101. Discusses with teachers the impor- 12 3 4 5 

tance of "confidentiality" of re- 
cords . 

1 2 3 U 5 102. Encourages staff to join and parti^ 1 2 3 U 5 

cipa in professional organizations. 

1 2 3 U 5 103. Discusses with teachers charaeteris- 1 2 3 U 5 

tics O' environment conducive to 
learn inifT. 



— - EFFECTIVEHESS 

FRSQUENCY Vith ^^hich With Which Principal 

Principal Performs Task Performs Task 



S 

1 2 3 U 5 lOU. Discusses curriculum content and 12 3 4 5 

organization with staff. . 

12 3 4 5 105. Discusses syst§nKpolicies and 12 3 4 5 

priqrities^th staff. 



12 3 4 5 106. Mak^^himsv^lf available for confer- 1 2 ^^3 4 5 

.erfces to staff members with decision- 
making authority. 

1 2 3 4 5 107. Appoints subject matter area commit- 1 2 3 4 5 

tee to formulate goals and objectives 
consistent with school district goals. _ 



1 2/^3 4 5 108. Supervises teachers in the classroom. 1 2 3 4 5 

Jr'^ 2 3 4 5 109. Discusses program evaluation methods 1 2 3 4 5 
/ with faculty. 

/ 

/ 12 3 4 5 110. Visits classrooms to observe class- 12 3 4 5 

/ . room learning environments* 

12 3 4 5 111. Provides necessary teaching aids. 12 3 4 5 

1. 2 3 4 5 112. Informs teachers of available in- 12 3 4 5 

structional resources. 

1 2 3 4 5 113. Collects information concerning teach- 12 3 4"^ 

ing practices by observing teachers in 
the classroom. 

1 2 3 4 5 114. Publicly recognizes and commends. 1 -2 4 5 

teachers for professional activities 
and^ accomplishments . 

12 3 4 5 115. Informs teachers about varipua-State, 12 3 4 5 

local, and national^pio^essional organ--^^ 
izations. ^-^^ ^ ^ . - _ 

1 2 3 4 5 IIB. Ejiecurages teachers to plan individual 12 3 4 5 

.^. -^'^ instruction program. 

1 2 3 4 5 117 Discusses te'St results with teachers. 1 2 3- 4 5 

- 1<* - 
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APPENDIX D 



The _Principal _Perfonnaace Description Survey 
External Observer Form Administered 
to Elementary and Secondary Principals 



rXTrT>!JAL OBSERVATION INVENTORY 
"Student <^umulative Records 



ITEM # 



1. Obtains student folder for each new student from former school. 

A System Required Source Informal Input P Pd. 

Does? Yes Vo . - - 

Yes llo 



2. Maintains a cumulative ^olf^.er for each student. 



'^^A A System Required Source Informal Input P pd. 

Does? tes No 
Yos No 



Maiiitdins ccnf i.U3nt i-al records test results. 



NA , A System Required Source Informal Input P Pd. 

Does? Yes No 
Yes Mo 



'i, Pt^torinu:'-'-; ^*'n'>i'^l uir - •'",^>^ irrlu-. *onr. o*^ Information in student records 
usiPr^ "Sta^'ir^hed nvr^*-^-^*"! ^.olic>?G, 

^JA A System Required Source Informal Input P Pd, 

Does? Yes ;:o 
Yes No 



Dov'rjer; >Mi i 1.^1 ir*^'' f'-^r ' inclusion of ^Information in cumulative records. 



?^A A System rfouire.-l Source Informal Input p Pd, 

Does Yos V.o 

Yes No . 
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Ev-TEP^j/.L O^SEPVATION INVENTORY 
F;;tudent Cumulative Pecords 



ITEM # 



6. Decides aopropriate information to be included in student cumulative 
records. 

A ' System Required Source Informal Input P 

Does? Yes Mo 
Yes Ifo 



7. Maintains a svstem for continuous recording of achievement test data, 
grades, and other evaluation information, 

"A A ^System Required Source Informal Input P 

Does? Yes llo 
Yes No 



R. Evalu^ites arpronr lateness of student cumulative record information based 
needs of dupiI persop.nel staff. 

NA A System Required Source Informal Input P 

Does? Yes No 
Yes :io 



^. rvilmtt^s sfnd/<r^t ruriuVi* 'vp r^rnrds periodicallv to determine accuracy 

NA A System Required Source Informal Input P 

Does? Yes llo 
Yes No 



10, M^in'^dins -i s^'CMr^ nl-ic^ ^or storapo of cumulative records. 



J'A A r^y^.tem reouirel Source Informal Input p 

X . Does Yr.s k'o 



EXTERNAL OPSERVATIOM INVENTORY 
Student Cumulative Records 



ITEM J 



11, Designs an easily accessible student information system, 

A System Required Source Informal Input P Pd. 

Does? Yes Vo 
Yes IIo 



1?. Devices a oolicy concprninr access to student information. 



NA A System Required Source Informal Input P Pd^ 

Does? Yes IIo 
Yes No 
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EXTFPIJAL OBSFRVATION INVENTORY 
Discipline 



ITEM # 

- I 

i 



1. Prioritizes stqde>^ fJisciplijie problems in neeJ -^f solution. 



1 



NA A System Required Source Informal Input P Pd 

Does? Yes f'o 
Yes no. ■ ' 



'?. Obtains information fron a varietv of sources when analyzing particular 
disc inline problems. 



NA 



System Required Source- Informal Input P Pd 

Does? Yes No 
Yes I/O 



3. Designs snecific strateeies for handlinp; frequently occuring discipline 
problems . 

NA , A System Required Source infdrmal Input P 

Does? Yes IJo 



Pd. 



't. !!^in^-iir.G ivritton rpcords of all disciplinarv actions taken. 

NA A System Required Source Informal Input P pd 

Does? Yes Uo 
Yes No 



S. Fvaluatps tlip ef f ect ivpr.pss o^ disciplinary actions taken. 



"A A System Required Source Informal Input p pd 

Does Yos V.o- ' 

Yrs Mo ' 
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EXTERNAL OBSERVATION INVENTORY 
Curriculum 



ITEM it 



1; Designs curriculum organization for the optimal utilization of staff, 

NA A System Required Source Informal Input P Pd, 

Does? Yes No 
Yes !Io 



2. nesif^ns curriculum oMoctives incorooratin^ boards of education recommenda- 
tions. 

MA A System Required Source Informal Input P Pd. 

Does? Yes No 
Yes No 



3. Reviews cf->rnmunit\'^ l-ackpround , present prof^rams, and current course offerings 
to dGtermine need for new curricula. 

NA A System Required Source Informal Input P Pd. 

Does? Yes Uo 
Yf»s Ho 



U. Pu^^.Lrns cirriculum 1 aiec^ '"^n ro'':u]ts of needs assessment, 



NA A System Required Source Informal Input P Pd, 

Does? Yes I.*o 
Yes No 



Determine? v;iiic^ erkirit * --^nal Droprams need revision based on parent, 
toacher, -in! ^ ^'u■]<^nt r' . 



NA A 



System 
Does 
Yes no 



required 
Yes V.o 



Source Informal Input p pd. 



ft 



KMTERNAL OBSERVATION INVENTORY 
Curriculum 



ITEM <J 



6. Deterjnines curriculum areas needing modification. 



NA *A Systen Required Source Jnformal Input P Pd. 

Does? ' Yes Mo 
Yes !Io 



^ 7, Selects instructional materials based on individual $tudent needs. 



MA A System Required Source Informal Iiiput P Pd. 

Does? Yes . No ' 
Yes No 



8. Determines desirable curriculum changes based on classroom observation infor- 
mation, teacher d"iscussions, etc. 

NA A System Required Source Informal Input P Pd. 

Does? Yes iJo 
I Yes Jo 



\ 



Conducts a follqw-un stu !v to deternine the extent to which school curricula 
have met stuient needs. 

MA A Systen Required Source Informal |nput P Pd. 

Does? Yes llo 
^ Yes No 



10. Assesses extent to which curriculum content is perceived as being relevant 
hv students, teachers, and business and community members, 

NA A System Required Source Informal Input p Pd. 

Does Yes IIo 

Yes No 
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rXTFPNAL OBSERVATION INVENTORY 
Curriculum ^ . 

ITEM if 

11. Reviews student test data to determine need for new curriculum. 



NA A System Required Source Informal Input P ,Pd« 

Does? Ye^s Mo 
Yes IIo 



1?. Plans a svstem for evaluatirr student progress toward instructional objectiveSt 



MA A System Required Source Info^^mal Input P Pd. 

Does? Yes No 
Yes No 



13. ^ians an instructional f^valuation system. 



MA A System Required Source Informal Input P Pd, 

Does? Yes No 
-Yes Ho 



I't. Surv^v; rur?^'mt usir^^ i :v*^ ruct ional mitorials 5n schools, 



NA A System Required Source Informal Input P Pd, 

noes? Yes I.'o 
Yes No 



]S. Evaltiatof; currpp^ly u I in-v^ nirt lon-^l mtorlals. 



NA A System Required Source Informal Input P — Pd. 

Does Yes Ho 

Yes Mo 
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rXTFPNAL OBSERVATION INVENTORY 



Curriculum 

ITEM 0 

16. Selects most appropriate methods for evaluating instructional program and 
teachine •effect ivenesn. 

A System Required Source Informal Input P Pd. 

^Does? Yes No " ^ 

Yes - iro 



17. Decid^^s what methods are to he used in evaluating progress toward instruc- 
tional ohiectives. 

A System Required Source Informal Input P Pd. 

Does? Yes Ho % 
Yes Mo 



18. PiVraupes for clri5^r,roo^n visitation by subiect natter specialists to observe 

classro'-ni r'^Mctllcor^ an 1 -nai-'G recommendations to teachers/ 

NA A System Required Source Informal Input P Pd, 

Does? Yes Vio 
Yes I'o 



1^. Plann in-servicf training to lieln teachers develoD skills necessary for 
solvirr instruct iona] rroMerriS. 

NA A Systen Required Source Informal Input P Pd. 

Does? Yes I'o 
Yes No 



>0. Selects r-ost anrrnDrfatc procedures for assessinf^ teaching method effective 



NA A 



Sy*3tem 
Does 
Yes Mo 



Required 
Yos !!o 



Source Informal Input p pd. 



nXTPRMAL OBSERVATION INVENTORY 



Curpiculum * 

ITEM # 

21. Plans indlvidiiial teacher conferences to discuss their instructional 

effectiveness. t 

^ System Required Source Informal Input P P<J 

Does? Yes Vo 
Yes IIo 



%7. Plans in-service meetings f^r teachers to familiarize them with services 

offerp'i hv suhiect ^att^>r ^necialists. 

^ ^ System Required Source Informal Input P Pd 

Does? Yes No 
Yds No 



23. Evaluates attainnent of In-service training ohiectives. 



NA A System Required Source Informal Input P Pd 

Does? Yes lio 
Yes :io 



?h. A'^r.or-^'^? t.^ar!:pr-irnri^ Ttont o ! Inr.^ruct lonal evaluation programs. 



A System Required Source Informal Input P Pd 

^ Does? Yos ;;o 

Ye 3 No 



Judf^es wliich f.^i.^Ju-r'-. n^-^>- i bcln in lesi>;!ninf^ better classroom environments, 



NA A 



System 
Does 
Yos rio 



r.equirod 
Yog V.o 



Source Informal Input p pd 



/ 

FXTERNAL OBSERVATION INVENTORY 



ITEM H 

26. Selects methods for assisting teachers in developing more effective 
practices. 

A System Required Source Informal Input P Pd. 

Does? Yes rio 
\ Yes llo 



?7. Collects data pn staff and curriculum organization needs, 

0 

^^ , A System Required Source Informal Input P Pd. 

Does? Yes No 
Yes No 



Evaluates the effectiveness of both subjective and objective grading pro- 
cedures, 

NA A System Required Source Informal Input P Pd, 

Does? Yes No 
Ye^ :fo 
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EXTERMAL OBSERVATTO^I INVENTORY 
• Student Needs/Assessment 

ITEM # 

1. Assesses det^ree to which students feel comfortable in Informal interaction 
with orxncl^al, 

i 

IJA A i System Required Source Informal Input P Pd, 

I- Does? Yes Vo 
Yes IIo 



Selects appropriate methods tb encourage informal principal -pupil inter- 
action, 

MA A System Required Source Informal Input P Pd« 

Does? Yes No 
Yes No . 



1. Conducts stud'-nts nee^'? asse^snent. 



NA A System Required Source Informal Input P Pd, 

Does? ' Yes Vo ^ 
< Yes ;io 



'I. ^:>r:^Kt^. a no*"»d'^ a^.^"^> '^r^nit MentilFv existing school problems, 



NA A System Required Source Informal Input P Pd, 

" Does? - Yes Ho 
Yes No 



I'ion^ i*" lor. tl)p riPC'i'^ o*^ rr^r^^. I'^.tc^rtlv faiHn^^ students by conducting a 
■ 

NA A r>v5tem "vL-quirorl Source Informal Input p pd. 

Does Yl'S IIo 
Yos rio 
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EX'^EPNAL OBSERVATION TWVELNTORV 
Student" Needs/Assessinent 



ITEM H 



6. Plans systen for Assessing special ne«d^ of school children. 



NA 



System 
Does? 
Yes flo 



Required 
Yes Vo 



Source- Informal Input P Pd, 



'7. Evaluates student^ **^d? haseJ op, fqxi^t^^^^^^ntormal teacher observations, 

trJem Required Source Informal Input P . Pd, 

Yes No 

No 




^"^^terxines most imoofta^i' 




System 
Does? 
Yes Mo 




Required 

Yes :;o 



to be evaluated 



^ouree-^^^^Inf ormal Inpu 



it^? rtudont acHievemeilt usiiv? standardized tests. 



MA. 



• Systen 
Does? 
Yes No 



Required 
Yes I'.'o 



Source ' Informal Input P Pd, 



1^. Plans a nrof^raTn to oval :at(^ studer^t abilities, 



NA 



System Required Source Informal Input 

Does Yes No / 

Yos rTo 



P Pd, 
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EXTERNAL OBSEPVATTON INVENTORY I 
otudent Needs /As^jsssnrerit" 



ITEM # 



11. — Selects dia.cnostic proc/^dures to aid in the id^tif ication of studejvf 



NA 



Systen Reqtiirea Source Informal ' Input P 

Does? Yes ' Ho ^ 
Yes tlo 



Pa. 
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EXTEPIJAL- OBSERVATION IN ^NTORY 



School-Community 



ITEM-# 



1. Plans systeni for prircipalraorent conferences to discuss student progress 
and/or problems. 



MA 



System Required Source Informal Input P Pd. 

^oes? Yes No 
.Yes !Io 



^. Plans svsten fcr Dar^nt-teacher conferences to discuss student progress and/or 
. nroblens. / ' ^ 



MA y A 



System Required Source Informal Input P pd. 

Does? Yes No ^ 
Yes ' No 



3. Selects aDr'rcT)^'iate rroc^4ur?S"Tor informing staff, parents, and ^students 
of evaluation oolicies. 




r)ir><^.onln?tis<,s^ informat ir-n about the f^cbool, its students, and programs 
thr^urh school n^wsl^^tter. 




System Required 
Does? Yes ;:o 
Yes No 



-SysteTn " Required Source Informal Input P 

Ijoes? Yes ;;o 
Yes ]Io 



Source Informal Input P Pd. 



5. Organfzrs nrof^ma^ to involve parents in school activiti 



es. 




Tequireri Source Informal Input p 



Y/os 



Pd. 




TV-- iT -.r" > : :t" n-^K- : - '"or d i^^r.ominating occuoational/educational 



".ourcn Informal Innut P Pd. 
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EXTERNAL OBSERVATION INVENTORY 



Miscellaneous 

ITEM # - " - - 

1. Selects an account i-n^ cyster consistent with State Department of Education 
requirements. 

NA A Systen Required Source Informal --J^nput P Pd, 

c Does? Yes No --^^ 

" - Yes l!o 



?. Evaluates accuracy of financial reports being maintained in school 
accord ine to legal guidelines. 



NA 



System 
Does? 
Yes No 



Required Source Informal Input P 

Y^s No 



Pd, 



Assesses, current school program in light of board of education recommenda- 
tions. 



NA 



System 

Loes? 
Yes Uo 



Required 
Yes h'o 



Source Informal Input Pd« 



^4. folt-rts ^.tiff menb.-^r'^ arr.Mno authoritv ^or imnlementing system goals. 



System 
Does? 
Yes no 



Required 
Yos ::o 



Source Informal Input P Pd« 



S. Selects noVt; qual if ied enp] ovee§^rom those available. 



ycf^P X 7pq»nVf>^i \ Source InfdrMl Input p 
nnoQ Yes :io ^ 



Pd. 



Does 
Yps No 



f*. w'^tf^r^i ii,' s '^-,hool rr'^rr i*^^ ri'-^*^!inr noii^ication in order to be comoatible 

A ■ '"v.*f^'. ^""ulr--"! ' arco Informal Innut P Pd. 



EXTERNAL ORSERVATION INVENTORY 
o ' — -n^.iren-SQais-,and Policies " 



ITEH # 



1. Obtains information roc^arding current system priorities and policies. 



^'^^ System Required -^^^^Source Informal Input P 

' : --Boes? '^Tes ^ ^(T- -.^.zr-- 



4 



2. Obtains 6^y -rrF-;^-te?^ "Wi4^, .codls from central offtce-i -^^^^ 

^ ^ Sy^em Required Source Informal Input P 

Doesfr*-- ' Yjes No 
Yes llo^ . ^ 



3. Collects school'-.ner'scxinel policv statements issued by school boards. 



NA A Syst^" " Required Source Tnforrail Inpirt F 

Does? Yes IJo 
Yen Mo 



Writer: T^ot of school do] Icy stateirents and develops handbook. 



NA A System Required Source Informal Input P 

Does? Yes Ila 
Yes No 



^. Designs a svGtem for communicating school board policies to staff. 



MA A System Required Source Informal Input p 

Does Yes I!o 

Yps rro 



0 

FXTrRNAL Q-B^ERVATIOM INVENTORY 



Svstem Goals ^apd" Policies 



ITEM # 



6. Chooses approDriate methods for informing teachers of student rights and 
responsibilities, 

A System Required Source Informal Input P Pd. 

Does? Yes Wo -c ^ - 

Yps Mo 



7, Assesses staffs' understanding of system policies and priorities. 



MA A System Required Source Informal Input P Pd, 

Does? Yes No _ 

Yes Ho — 



8, Assesses the >€fxtent to which sta^ are _.adheri^-^o-curreht^ .school board/-' 
Dolicies-? ~r:--^ „. ' .' , " . ^^"^ ' 



JXgteni^ Required Source Informal - i Input. : . P 

Does?'**"''^''''^^ 




Yes Mo 



^t':f^^Si'^^^^of_^ Staff part '^j.pat ion in formulating school ^^peration 
no 1 ic 1 OS . " \ 



\ 



NA A System Required ' Source Ixifov^^'^'-Vtt^^^l:^^^^^^ 

Does? 'Yes ^ ^ ; 

Yes Na '^^'^ ^^'^^'^^^^^^:^;r: , ^ - 




]0. Detprninoi; w>iich sy5terrr-"x»ji<le iDducational- goals are raos.t relevant for his 
Dcirticular rrhool, ^ 



»A 



System Required 
Does Yes Mo 

Yes Mo 



Source Informal Input p - Pd, 




r-'HRMAL OBSERVATION INVENTORY 



System Goals and Policies 

ITEM » 

11. Evaluates existing program goals to determine if they are compatible 
with system goals. 

* System Required Source Informal Input P 

Does? Yes No 
Yes \lo 



12. Determines which school problems are related long range system plans, 

A System Required Source Informal Input P 

Does? Yes No 
Yes No 



EXTERNAL OBSERVATION INVENTORY 
Financial Information 



ITEM § 



!• Projects budget for student activities for the entire school year. 



MA A System Required Source Informal Input f Pd» 

Does? Yes No 
Yes Ho 



2. Plans budget on the basis of projected support needed for various school 
activities. 

MA A System Required Source Informal Input f 

Does? Yes No 
Yes Mo 



3. Plans a system for insuring; that allocated monies for student activities are 
spent accordi'np; to ielines > - 

A System Required Source Informal ' Input P Pd, 

Does? Yes ho 
Yes Mo 



U. Distributes available monies to student activities on the basis of need for 
financial support . 

NA A System Required Source Informal Input P Pd. 

Does? Yes llo 
Yes No 



5. Plans for nurchase and/o>- renovation of instructional materials and equip* 
ment within budpetarv limits. 

MA A System Required Source Informal Input p pd. 

Does Yes Mo 

Yos No 
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^EXTERNAL OBSERVATION INVENTORY 



Financial Information 

ITEM <f 

6, Plans for instructional materials and equipment purchases on a rotating 
basis for each academic area. 

MA A System Required Source Informal Input P Pd. 

Does? Yes No 
Yes " No 



7. Prioritizes instructional materials purchases. 



NA A System Required Source Informal Input P Pd. 

Does? Yes No 
Yes No 



^. Seeks outside funds (el^., from PTA, Federal sources, etc.) to supplement 

instructional materiall and eq^uinment budget. 

NA A System ^ Required Source Informal Input P Pd. 

Does? ^ Yes Wo 
Yes Ho 



Maintiins accurate recoru?; of all instructional materials purchased. 



NA A System Required Source Informal Input P Pd. 

Does? Yes Wo 
Yes No 



10. Obtains written rec^^ipf^ ^or all school funds received and dispersed. 



NA A System Requirel Source Informal Input p Pd. 

Does Yes No 

Yes No 
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FXTERNAL OBSERVATION INVENTORY 
Financial Information 



ITEM # 



11. Collf*cts financial infor^nation daily. 



A System Required Source Informal Input P 

Does?^ Yes No 
Yes No 



15, Plans system for collecting and recording financial data used to develop 
budget. 

System Required Source Informal Input P 

Does? Yes No 
Yes No 



13. Plans svstem for collecting data needed -to make financial reports. 



NA A System Required Source Informal Input P 

Does? ^ Yes No 
Yes No 



lu. Piano svs^-em for collect ine and recording fiscal audit information re- 
- quired by superintenrient . 

A System Required Source Informal Input P 

Does? Yes No 
Yes No 



IS. Maintains up-to-d-nte comrrehensive fiscal recbrds, 



NA A Sy<3tem Required Source Informal Input p 

Does Yes IJo 

Yes no 

/ 



EXTERNAL OBSERVATION INVENTORY 
Financial InfoiTiation 

ITEM § 

16. Maintains up-to-date financial data file for all governmental reports, ' 

A System Required Source Informal- Input P Pd 

Does? Yes' No 
Yes llo 



17. Maintains daily financial records, 



System Required --Source Informal Input " P Pd. 

Does? Yes No ' 
Yes No 



18. Maintains complete and accurate records of apDropr>iated fi'nds and expendi- 
tures. 

. _ o 

NA A System Required Source Informal Input P Pd 

Does? Yes No ' ^, 

Yes Ho 



1^, Maintains uD-to-date filo of purchase invoices. 



NA A System Required Source Informal Input P Pd. 

Does? Yes llo 
Yes No 



90. Poriodicallv assesst^s accuracy of financial records maintained for use in 
j^overnmental reuorts. 

WA A System Required Source Informal Input p ^pd 

Does Yes Ho 

Yes Mo 



EXTERNAL OBSERVATION INVENTORY 
Financial Information 



HEM # 



^ 21 • Evaluates accuracy of financial data. 



NA A System Required Source Informal Input P Pd. 

Does? Yes No 
' ^ Yes Mo 



77. Identifies current budgetary limits for purchasing instructional materiale. 



NA A System Required Source Informal Input P Pd. 

Does? Yes No 
Yes No 



23. Implements purchase reauests within limits imposed by line-items in 
authorized budget. 

NA A System Required * Source Informal Input P Pd. 

Does? Yes Ko 
Yes Ho 



?U. Matches allocation of schoo] funds to needs assessment data. 



NA A System Required Source Informal Input P " Pd. 

Does? Yes Ho 
Yes No 



Decidos which areas of the. budget require increased funding for next year. 



NA A System Required Source Informal Input p Pd. 

Does Yes Mo 

Yes No 
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EXTEPMAL OBSERVATTDN INVENTORY 
Financial Information 

ITEM # 

( 

26. Compares prepared budgetary allocations for school activities with funds 
apnropriated in current fiscal budget.'- \- 

A System ° Required Source Informal Input P Pd. 

Does? Yes No 
Yes Ho 



27, Determines allocation of funds based on school program area needs. 

MA A System Required Source Informal Input P :Pd. 

Does? Yes No / - ' ' 

^ Yes No . ' 



?8, Determines c^uidelines for school purchases. 



NA A System Required Source Informal Input P Pd. 

Does? Yes iVo 
Yes Mo 



rvaluatos hudv^otarv rooM iromontf, relative to school needs. 



^ A System Required Source Informal Input P Pd, 

Does? Yes ;!o 
Yes No 

\ 



30. Counters if,ns all checks drawn on the school account. * 

k 

NA A^ System Required Source Informal Input ? m 

Does Yos rio 

Yes Mo 



ERLC 
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rXTEPNAL OBSERVATION lUVEIITORY 

J 

rinan<£'ial Information 



31, Selects most aporopriate individual to assume authority** for m'aintenance 

of financial records, 
<• 

A System ^ Required Source Informal Input - P 

Does? Yes Np 
Yes tfo 



3?, Prioritizes school Dlant needs in accordance with budget guidelines* 



NA A System Required Source Informal Input P 

Does? Yes No 
^ ' Yes Ho 



33, Secura^s copy of legal guidelines for fin^ycial reporting, 



NA A System Required Source Informal Input P 

Doep? Yes ^ i;o 
Yes Ho 



3U. Prioritizos staff inc^ nf^irds relative to available financial .^resources , 



NA A System Required Source Informal Jnput . P 

Does? Yes :io 
Yes No 
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PrincipaJt-i^ 
School 



PRINCIPAL PERFORMANCE DESCRI 




PRINCIPAL FORI* 



A list of principal tasks'' £9^. ^iven below. Two scales are presently for 
you tp use is making judgments abdut the frequency and effectiveness of your 
performance of each task. Please read each statement and circle the appro- 
priate number on the scales provided • 

The effectiveness scale i$ to be used only the frequency rating for a 
statemenr is greater than For ^example, if you circle a'^l^^on the fre-1 

qtiency scale corresponding to NEVER, leave the effectiveness scale"" blank and 
proceed to the next statement. „ * ^ ^ 

If you judge a task as irrelevant for yourself; make no ratings on 
either scale for that task. Please rate each statement independently; e.g., * 
think about your functioning on each iijjlividual *item. Thank you for your 
cooperation I . * • 



ft 



FREQUElfcY 



ft: 



1 2 3 U 5 



Provides variety of in- 
structional materials to meet 
individual student needs. - 



EFfECTIVENESS 



1 2 3 »» 5 



1 2 3 t 5 



2. Selects instructional materials 
based on individual student 
needs. 



1 2 3 «♦ 5. 



1 2 3 «♦ 5 



1. Conducts student needs assess- 
ment - 



1 2 3 »» 5 



1 ? 3 «♦ 5 



Plans class schedules to m^et 
individua] student needs. 



1 2 3^ »» 5 



1 2 3 «♦ 



5- Orients staff to the need to 

. a 

take into account individual 
Student differences. 



1.^ 2 3 »» 5 



1 2 3 U S \ 



P. Evaluates student needs based 
\ on fomal ^and informal teacher 

observations. 



2 3 »» 5 



1 2 :i "4 



7. Conducts vision and hearinp 
tests. 



12 3 4 5 
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r 



1 2 3 It 5 . 8. 



1-2 3 5 9. 



1 2 3 «♦ 5 10. 



1 2 3 U 5 11. 



12 3 



Plans a program to evaluate student 
abilities. 



e^] 



Evaluates the ejffectivene^ of both 
sub^^ctive and objective griming 
proce^ilztQs . 



performance 



Discusses 81 

criteria with teachei;^ at grade 
level and/or departmenta^neetings. 

Determities^^ttost^J^ortant ^ctu^at 
outcomes to be evaliiated. 



It 5 12. 



Formulates grading practices with 
teachers. 



1 2 



4 5 



1 2 3 «* 5 



1 2 * 3 «» 5 



1 2 3 «♦ 5 



3 4 5 



1 2 3 «* 5 .13. 




12 3 4 5 16. 



12 3 4 5 



1 2 3 4 5- 



1-2 3 4 5 19. 



1 2 3 4 5 20. 



~€($lleet&^ugg«stiofis concerning- - - 
student performaicte criteria' from 
teaching-~Staf f . 



Encourages ^achersr-fovconsider 
individuals^! fferences when eiral- 
uating student ^progress ^_ ^ 

Disctts«4s minimally acceptabJLe 
aeademiib p^x^rmance standards 
with teachers.^" , ~^ 

Provides staff with wittetT-feferm- 
ation concerning salary schedules>'^ 



Se^ks clarif ici4tion from central 
Xtfiice concerjlingjalasy .schedules . 



1^-3 4 5 



1 2 3 4 5 




1 2 3 4 5 



1 2 3 5 



1 2 3 



jsigns internal^ bookkeeping system 
with appropriate ^iersoimel. 



1 2 3 4 5 



Evaluates financial rejiorts made-hy^ 1 2 3 4 5 
accounting personnel. , 



Encourages teachers l^o use in-class 
methods to highlight student achieve- 
ments . 



12 3 4 5 



1 2 3 4 5 21. 



ERIC 



InfoCTns central office in writing of 12 3^5 
instructional materials and equipment 
^e0ds. 
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EFFECTIVENESS 



I 



22. Requires teachers to prioritize 
the^ materials and equipment needs. 

\ 

23. Prio^ifitizes instructional materials 
purch*4ses . - _ 

2U. Evalulatescurrently used instruc- 
t iomurifiater ials . 



5 



1 2 3 U 

1 2 3 5 

1 2 3 U 5 

. 1 2 3 U 5 

0 

1 2 3 U 5 



"25. Periodically collects instructional 
materials and efquipment needs from 
staff ^ 

26. Discu^se^^esults of instructional 
^^•^s needsusurvey with teachers. 

27. SeekeroCrtside funds (e.g., from^A,-- 1 2 3 U 
Federal sources, etc.) to supplement 
insljhictional matwiajs and equipment 
budget. ^ 

Sr^-fJlentlfies curre^^ budgetary limits 1 2 3 U 
-^ior purchasing instructional materials. 

2% Plans for purchase and/or rienovation 12 3^ 
of instructional materials and equip- 
ment within bjidgff^ary lim^its. 

Utyv~|^t€fwi«es guidelines for school 
purchases • / 

. . ^ / 

31. Informs staff in writing ^of proce- 
dures to be followed in requisition- 
ing instinct ional material^ and 

32. Informs teachers of ins^ructionaJ 
^ ^materials budget, 

33. Follows requisitionings procedures 
specified by central office. 

3U. Maintains accurate records of all 
instructional materials purchased. 

55. Discusf^tes instructional, objectives 
with iAdividual teachers. 



1 2 3 ^ 

1 2 3 U 

1 2 3 U 

1 2 3 U 

A 

1 2^ 3 u 

1 2 3 U 



FRECW#a ^ EFFECTIVENESS 



^W'^^ 1 2 3 U 5 36. Provides necessary teaching aids. 1 2 3 U 5 



12 3 4 5 37. Selects appropriate methods for 1 2 3 U 5 

assisting teachers in developing 
more effective practices for 
attaining instructional objec* 
tives. 

1 2 3 U 5 38. Collects information concerning 1 2 3 U 5 

^ teaching practices by observing 

teaching in the classxxjom, ' y 

1 2 3 U 5 3^. Informs teachers of available 12 3 U 5 

instructional resources. 

1 2 3 U 5 UO. Provides each teacher with a 1 2 3 U 5 

curriculum guide. 



1 2 3 U 5 Ul. Supervises teachers in the class- i 2 ? U 5 

room. 

1 2 3 U 5 U2. Schedules teacher meetings by 1 ^2 3 U 5 

grade leyel or department to dis- 
cuss instructional practices. 

1 2 3 U 5 U3. Develops a system in which teachers 1 2 3 U 5 

work cooperatively in implementing 
/ instructional objectives. 

1 2 3 U 5 UU. Obtains clarification of lf»gal man- 1 2 3 U 5 

dates from central office. 

12 3 4 5 45. Informs parents of discipline 1 2 3 U 5 

problems when warranted. 

1 2 3 U 5 U6. Discusses classroom behavior problems 1 2 3 U 5 

with teachers and students. 

1 2 3 5 U7. Maintains consistency when admini- 1 2 3 U 5 

sterin^ consequences for misbehavior. 

1 2 3 U 5 ^B. Obtains information from a variety 1 2 3 U 5 

' 6f sources when analyzing parti- 
cular discipline problems. 

1 7 'J n 5 Prioritizes student discipline - 1 2 3 U 5 

problems in need of bolution. 



ERIC 
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5. 



ERIC 



FREQUENCY / ErFECTIVEHESS 

/ 

IS 

I . & g 

I.I , g 

12 3 4 5 50. Designs specific strategies for 1 2 3 5 

handling ft*equently occurring , 
discipline problems. / ^ 

12 3 4 5 51. Discusses consequences of mis- 12 3 4 5 

behavior with problem students. / 

12 3 4 5 52. Discusses^i^h teachers the im* 1 2 3 4 5 

. portance of bein^ consistent in ^ 
/ disciplinary actions taken. 

1 2 3 4 5 53. Requests that all teachers report 1 2 3 4 5 

major rule infractions to the front 
office . 

12 3 4 5 54. Works with problem children in de- 12 3 4 5 

signing behavior change and/or 
^ prevention strategies. 

12 3 4 5 55. Arranges for parent -student*teacher 12 3 4 5 
^ conferences when necessary to discuss 
inappi3^riate student behavior. 

1 2 3 4 5 56. Discusses discipline problems with 1 2 3 4 5 

misbehaving stuct^i^. 

1 2 3 4 5 57. Makes & ;^fOOl behavioral guidelines 1 2 3 4 5 

availf/jle to students and teachers. 

1 2 3 4 5 58. Evaluates the effectiveness of dis- 1 2 3 4 5 

ciplinary actions taken. 

12 3 4 5 59. Maintains written records of all dis- 12 3 4 5 

ciplinary actions taken. 

1 2 3 4 5 60. Discusses disciplinary, responsibil* 1 2 3 4 5 

ities with individual teachers. 

12 3 4 5 61. Qountersigns all checks drawn on the 12 3 4 5 

school accounts. 

12 3 4 5 62. Selects most appropriate individual 1.2 3 4 5 

to assume authority for maiutfinance 
of financial records. 

12 3 4 5 63. Reports required fiscal audit inform- 12 3 4 5 

at ion to superintendent. 

12 3 4 5 64. Collects fiscal information ^required 12 3 4 5 

by superintendent. 
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FREQUENCY - 



IVENESS 



0 



.1 

o 



12 3 4 5 65. Plans system for colifi^ting gnd 

•"pcording fiscal audit liiformation ; 
' required by,superinten<^ei^. / i 



1 4 5 



I 




1 2 3 «^ 5 



12 3 4 5 66. Periodically assesses accuracy of 

fiscal data bj^ing collect^^^d 
recorded. / ' A\ 

1 2 3 5 67. Maintains up-to-date coTjipreJieM^ve 

fiscal x>ecords. ^ \ \ ' 

/' V; \ 

1 2 3 U 5 68. Submits quarterly financial r^rts 1 . 2 3 4 .5 

to central office. 



1 2 3 4.5 



1X3^5. 




1 2 3 



1 2 3 U 5 69. Requires annual financial audit o)f 

school records. 

12 3 4 5 70. Disseminates information about the\ 

school, its* students, and programs! 
through school newsletter. 

1 2 3 5 7lJ Plans system for principal-parent 

conferences to fliscuss student 
progress and/ or! problems. 

1 2 3 U 5 72. Actively participates in PTO and / 

other school/cotriAjiunity organizations. 

1 2 3 U 5 73. Plans, system for oarent-teacher oon- 

ferihicfes to discuss; student progp^ss 
and/ot* p^blems. ^ * 7 ^ 

^ I 
1 2 3 U 5 74. Encourages tochers to inform^ -parents 12 3 4 5 

about school pi^pgrams and^ act^ities 

through studentsi^ 

1 2 4 5 75. Maintains "open kous>" school policy 12 3 4 5 

Its 



1 X 3 4 5 



12 3 4 5 



1 2 3 4 5 



concerning par*^nts visiting the^-s^ 
, 3 school. \ \^ 

12 3 4 5 76, Encourages teachers to plan individ- 12 3 4 5 

ualized instructional programs. 



1 2 3 4 5 77. Provides a variety "of instructional 

programs to meet individual learner 
needs. 



1 2 3 4 5 



ERIC 



12 3 4 5 78. Selects diagnostic procedures to aid 12 3 4 5 

in the identification of student 
needs. . 



7. 

FREQUENCY " EFFECTIVENESS 



f I g I 

1 2 3 U 5 79. Designs curriculum based on the 1 2 3 U 5 

results of needs assessment. 

1 2 3 U 5 89. Conducts a follow-up study to ^ 12 3 4 5 

determine the extent to which 
school curricula have met student 
needs . 

^ 12 3 4 5 81. Determines desirable curriculum 1 ° 2 3 4 5 

-changes based on dlassroom obsez^a*- 
^ tion, teacher dis'cussion, etc. 

12 3 4 5 82. Encourages teachers to generate new 12 3 4 5 

curriculum ideas. 

12 3 4 5 83. Collects school-personnel policy 12 3 4 5 

statements issued by school board. 

12 3 4 5 84. Designs a system for communicating 12 3 4 5 

school board policies to staff. 

12 3 4 5 85. Determines most appropriate methods 12 3 4 5 

for- copnunicating school board 
policiips to staff. 

1 2 3 4 5 86. Posts (^opy of school board policies 1 2 3 4 5 

on teacjhers* bulletin board. 

12 3 4 5 87. Distributes written copies of school 12 3 4 5 

board pi)licies to all school personnel. 

1 2 3 '4 5 88. Discusses school board policies with 1 2 3 4 5 

staff atl faculty meetings. 

12 3 4 5 89. Assesses 1 the extent to which staff 1 2 3 4 5 

are adhering to current school board 
policies .1 

1 

1 2 3 4 5 90. Per iodicaily. meets with staff to 1 2 3 4 5 

discuss and evaluate assignments. 

12 3 4 5 91. Discusses jduties and responsibilities 12 3 4 5 

with staff, prior to assignment. 

1 2 3 4 5 92. Matches pei>sonnel with list of task 1 2 3 4 5 

responsit^ilities . 

1 2 3 4 5 93* Delegates authority for classroom^ " 1 2 3 4 5 
O operation to teacher according to 

ER^C system policies. , 



^ 8. 
FREGUEMCY .^^^ EFFECTIVENESS 

H 

1 2 3 U 5 9U« Selects personnel for specific job 12 3 4 5 

functions on the basis of staff 
abilities and skills and requirements 
of tasks to be assigned. 

12 3 4 5 95. Makes himself available for confer- 12 3 4 5 

ences to staff members with decision- 
making authority* 



ERIC 



12 3 4 5 96. Delegates authority for lunch room 1 2 3 ^^^"^ 

operation to lunch room manager ^^^^'"^ 
according to system policies • ^^"^ 

12 3 4 5 97. Informs staff members of assigij^** 1 2 3 4 5 

authority via memo, newsl^^jWfr, 
letter, or other writ$ert"communica- - 
tion. .■^^'^^^ 

1 2 3 4 5 98. Delegates" authority for operation 1 2 3 4 5 

of library to librarian. 

12 3 4 5 99. Discusses problems of specific 12 3 4 5 

consistently failing students with 
teachers. 

1 2 3 4 5 100. Identifies the needs of consistently 12 3 4 5 

failing students by conducting a 
needs assessment. 

12 3 4 5 101. Encourages teachers to try new and 12 3 4 5 

innovative teaching methods in 
helping the consistently failing 
student . 

1 2 3 4 5 102. Evaluates alternative plans for 12 3 4 5 

meeting the needs of consistently 
failing students. 

1 2 3' 4 5 103. Prioritizes staffing need^ relative 12 3 4 5 

to available financial resources- 



1 2 3 4 5 104. Periodically collects data on 12 3 4 5 

staffing needs from staff • 

1 2 3 4 5 105. Projects staffing needs based on 12 3 4 5 

current attendance and enrollment 
data. 

o 

o 

1 2 3 4 5 106. Submits written report on staffing 1 2 3 4 G 

needs "to superintendent together with 
supporting documentation. 
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9. 

EFFECTIVENESS 



9^ 



s : I 

1 2 3 U 5 107. Periodically evaluates staffing 1 2 3 .U 5 

needs based on projected 

enrollment. ^ 

1 2 3 5 108. Develops staffing plan based on 1 2 3 U 5 

projected needs and financial 
resources. ' ^ 

1 2 3 U 5 109. Oses student pre-registration data 1 i 3 U 5 

to project enrollments for use in 
specifying staffing needs. 



i 



12 3 4 5 110.. Confers with superintendent about 1 2 3 U 5 

projected staffing needs. 

12 3 4 5 111. Evaluates a^ctiracy of financial 12 3 4 5 

reports J>^ng maintained in school 
.according to legal guidelines. 

12 3 4 5 112. Maintains up-to-date and accurate i 2 3 4 5 

accounting records. 

12 3 4 5 113. Submits quarterly reports as 12 3 4 5 

required by central office. 

12 3 4 5 114. Plans system for collecting data 12 3 4 5 

iieeded to make financial reports. 

12 3 4 5 115. Secures copy of legal guidelines 12 3 4 5 

for financial reporting. 

12 3 4 5 116. Explains to teachers the importance 12 3 4 5 

of membership in professional organ- 
izations and continued professional 
growth . 

1 2 3 4!: 117. Encourages staff to join^ and part- 1 2 3 4 5 

icipate, in professionad organizations. 

.12 3 4 5 118. Explains professional benefits accru- 12 3 4 5 

ing to members of professional organ- 
izations during faculty meetit^s, e.g.» 
legal protection, special insurance 
- plans, etc. 

1 .2 3 4 5 119. Participates in professional improve- 12 3 4 5 

ment activities with teachers. 

1 2 3 4 5 120. Informs teachers about the various 12 3 4 5 



gDT(^ state » local ,^ and national profess- 

m^to , jonaX orgrjiizations. 
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FREQUENCY EFFECTIVENESS 



13 



I 



0 . f 6J 

1 2 3 >^ 5 121. Publicly recognizes and commends 12 3 4 5 

teachers for professional activi- 
ties and accomplishments.^ 

i 

1 2 3 4 5 122. Decides which areas of the budget 12 3 4 5 

require increased ftinding for next 
year. 

a 

12 3 4 5 123. Implements purchase requests within 1 2 3 4 5 

limits imposed by line-items in 

authorized budget. ' 

» >\« 

1 2 3 4 5 124. Encoxirages teacher feedback on 1 2 3 4 5 

school operations in faculty/depart- 
ment/grade level meetings. 

12 3 4 5 125. Discusses ^ith faculty the design and 12 3 4 5 

use of instruments used to evaluate 
instructional' program. 

12 3 4 5 126. Assesses teacher-implemented instruc- 12 3 4 5 

tional evaluation programs. 

12 3 4 5 127. Discusses with teachers those instruc- 12 3 4 5 

tional skills for which they are to 
be held accountable. 

12 3 4 5 128. Discusses program evaluation methods 12 3 4 5 

^ith faculty. 

12 3 4 5 129. Selects most appropriate methods for 12 3 4 5 

evaluating instructional program and 
teaching effectiveness. 

12 3 4 5 130. Plans an instructional evaluation 12 3 4 5 

system . 

12 3 4 5 131. Devises procedures for teachers to 12 3 4 5 

report student personnel problems. 

12 3 4 5 132. Discusses pupil personnel problems 12 3 4 5 

with teachers. 

1 2 3 4 5 133. Evaluates effects of staff part- 12 3 4 5 

icipaticn in formulating school " 
operation policies. 

12 3 4 5 134. Communicates to staff the importance 12 3 4 3 
O of their participation in school T 

ERIC policy decl$ion-making. 

™^ 92 
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FREQOEWCY ^ EFFECTIVENESS 

I # I I. 

1 2 3 4 5 135. Writes set of school policy state- 12 3 4 5 

ments ar.^^ develops handbook. 

1 2 3 4 5 136, Distributes availably monies to 12 3 4 5 

student activities on the basis 
of need for financial support. " , 

1 2 3 4 5 137. Plans budget on the basis of 12 3 4 5 

projected support needed for 
various school activiticis, 

12 3 4 5 138. Monitors' the use of school funds .1 2 3 4 5 

by various school clubs and organ- 
izations, 

if 

I - o 

1 2 3 4 5 139, Plansi'a system for ensuring that .1 2 3 4 5 

alloca'^ed monies for student acti- 
vities are^pent according to guide - 
l^nen. 

12 3 4 5 140. Projects budget for student activi- 12 3 4 5 

ties for thf entire school year. 

1 2 3 4 5 141. Explains budget guidelines to "staff U 2 3 4 5 [ 

responsible for directing various 
school activities. 

12 3 4 5 142. Compares prepared budgetary alloca- 12 3 4 5 

tion for school activities with funds 
appropriated in current fiscal budget, 

1 2 3 4 5 143. Collecta information on budgetary 1 .2 3 4 5 

guidelines from central office. 

12 3 4 5 144. Appoint? teachers to oetve on cur- 12 3 4 5 

riculum committee. 

o 

12 3 4 5 145. Works with currioulup committee to 12 3 4 5 

establish goals. 

12 3 4 5 146. Surveys current usage of instruc- 
tional materials in schools. 

12 3 4 5 147. Evaluates effectiveness of instruc- 12 3 4 5 

tional materials currently being 
* used in school. 
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FREQUENCY EFraCtlVEWESS 



& t ^ s 

1 2 3 U 5 ].^3. Requests superintendent to visit 1 2 3 U 5 

school to inspect physical facili- 
ties. 

12 3 4 5 149. Collects suggestions from staff re- 1 2 3 U 5 

garding needed physical facilities 
improvement. ^ 

12 3 4 5 150. Periodically evaluates the condition 12 3 4 5 

of the physical facilities together 
with custodial staff. 

1 2 3 U 5 151. Priori'cizes maintenance needs. 12 3 4 5^ 

0 

1 2 3 4 5 152. Selects maintenance problems to be 12 3 4 5 

reported to the central office. 

12 3 4 5 153. riles maintenance requisitions with 12 3 4 5^ 

superintendent • 

12 3 4 5 154. Discusses maintenance problems with 12 3 4 5 

superintendent . 

12 3 4 5 155. Reviews prospective employee applica- 12 3 4 5 

tions in' central office files. 

12 3 4 5 156. Selects most qualified personnel 12 3^5 

from available applicants. 

1 2 3 4 5 157. Inter^views prospective employees. 1 2 3 4 5 

1 2 3 4^5 158. Develops personnel selection priori- 12 3 4 5 

ties using system guidelines and 
school need.^. 

1 2 3 4 5 159. Selecla employees by matching ap- 1 2 3 4 5 

plicant Qualifications to job des- 
criptions. 

12 3 4 5 160. Informs central office of employee 1 2 3 4' 5 

se»!ect£cn deci.sicns. , 

1 2 3 4 5 161 . Reque centra", office to schedule 1 2 3 4 5 

appointments for "tentatively selected 
empJoyeea. 
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FREQUENCY EFFECTIVENESS 



I I . ' ^ ^ 

1 2 3 4 5 162, Matches qualifications of employees .1,2 3 U 5 

with job requirements, 

1 2 3 U 5 163 • Reports recommendations regarding 1 2 3 5 
' prospective employees to- superintend 

• dent in writing. , . . 

1 2 3 4 5 164. Schedules interviews with prospec- 1 2 3 U 5 

tive employees. 

1 2 3 4 5 165. Discusses recommendations regarding 1 2 3 U 5 

prospective employees with superin-^ ♦ 
tendent. 

1 2 3 5 166. Determines qualifications needed by 12 3 4^5 

^^rcspoctive employees for a particu- 
lar position. 

12 3 4 5 167. Prdoritizes school staffing needs. 1 2 3 U 5 

1 2 3 U 5 168. Evaluates attainment of in-service 12 3 4 5 

training objectives. 

12 3 4 5 169. Conducts needs assessment of pro- 12 3 4 5 

fessional educational staff. 

1 2 3^ u 5 170. Communicates results of staff 1 2 3 4* 5"" 

• evaluation to staff members. 

1 2 3 4 5 171. Assigns available specialists to 12 3 4 5 

work with staff at in-service train- 
ing sessions. ^ • 

12 3 4 5 172. Detejpmines v;hich system-wide educa- 1 2 -3 4 5 

tional goals are most relevant for ^ 
his particular school. 

1^345 173. Evaluates compatibility of system- 12345 

wide goals with the school's goals. 

2 3 4 5 174. Collects suggestions from staf^f for 1 2 3 4 5 
designing system-wide goals. 



9.1 



FREQUSNCY ^ . . EFFECTIVEHESS 



i ■ ' 

O p 



i 



I 



1 2 3 U 5 175. Maintains "open door" policy cop- 1 2 3 U 5 

earning student interaction. •>* 

1 2 3 U 5 176. Assesses degree to which students ^ 1 2 3 U 5 

feel comfortable in informal, inter ^ *. 
^ action with principal. ^. 

1 2 3 : H 5 177. Visits students during recess, free i 2 3 U 5 
' periods,, lungh, etc. 

1 2 3 U 5 178. Selects appropriate .methods to en- 1 2 ? 4 S 

courage informal principal-pupil * 
interaction. 

1" 2 3 U 5 179. Discusses problems in evaluating ^ 1 2 3 U 5 
^ classroom instructional climate with 

teachers. 

12 3 U 5 180. Evaluates instructional climate by 1 2 3 U 5 

observing in -the. classroom. , 

12 3 U 5 181. Plans with system-wide curriculum 1 2 ^3 U , 5 
* ' dii;ector in-service" program for 

teachers or methods useful in im- , 
plementing system goals I 

1 2 3 U 5 182. Discusses system goals with staff/ 1 2 3 U 5 

1 2 3 U 5 183. Periodically evaluates organization ^ 1. 2 3 U 5 

of school staff relative to the 
implementation of system-wide goals. 

li 2 3 6 18U. Discusses results of school testing 1 2' 3 U 5 

opro^ram with teachers. 

1 2 3 H 5 185. Selects mo§t appropriate methods foi^° 1 2,3 U 5 

disseminating occupational/educational^ 
infornyition.- , ^ ^ * 

1 2 3 U 5 186. Discusses board of education recom- 1 2 3 U 5 

mendations with staff. ^ 

1 2 3 5 187. Designs curriculum objectives incor- 1 2 3 U 5 

poratijpg board of education recom- 
mendations. , ' ^ 
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FHEQUENCY 



EFFECTIVENESS 



I 



1 2 3 U 5 188. Collects suggestions from staff as to 1 2 3 U 5 

the most effective methods for im- 
plementing board of education recom- 
mendations. 

1 2 3 U 5 189. Assesses current school program in 12 3 4 5 

light of board of education reccm- 
' mendations. 

1 2 3 U 5 190. Chopses appropriate methods for in- 1 2 3 U 5 

forming teachers of student rights 

and responsibirrtliesT- — — 

1 2 3 4 5 191. Provides each teacher with a copy of^ 1 - 2 3 U 5 

system-wide and school policy hand- 
books. 

1 2 3 U 5 192. Selects an accounting system consis- 1 2 3 U 5 

tent with State Department of Educa- 
tion requirements. ^ 

1 2 3 5 193. Evaluates budgetary requirements 1 2 3 U 5 

relative to school needs. 

1 2 3 U 5 19U. Plans system for collecting and re- 1 2 3 U 5 

cording financial data used to develop 
budget. 

o 

12 3 4 5 195. Determines allocation of funds based 1 2 3 U 5 

on school program area needs* 

1 2* 3 4 5 196. Plans individual teacher conferences 1 2 3 U 5 

to discuss their instructional effec- 
tiveness/ 

1 2 3 U 5 197. Periodically observes teacher-student 1 2 3 U 5 

classroo.*, interaction. - 

1 2 3 U 5 198. Selects most appi^opriate procedures ' 12 3 4 5 

for assessing teaching method effec- 
' tiveness. 



FREQUENCY ErFECTIVEWESS 

1 2 3 «f 5 199. Discusses the services provided by 1 2 3 5 

subject Toatter specialists with 
teachers • 

12 3^ 5 200. Arranges for classroom visitations by 1 2 3 4 5 

subject matter specialists to observe 
classroom practices and make recommen- 
dations to teacherso. 

1 2 3 5 201. Plans in-service meetings for teachers 1 2 3 U 5 

to familia«*ze them with services 
offered by subject matter si>ecialist8 ^ 
employed by the school system. 

1 2 3 5 202. Evaluates existing program goals to 12 3 4 5 

determine if they are compatible 
with system goals. 

1 2 3 U 5 203. Appoints subject matter area commit- 1 2 3 U 5 

tee to formulate goals and objectives 
consistent .with school dxstrict goals. 

12 3 4 5 201*. Determines school programs needing 1 2 3 4 5 

modification in order to be compatible 
with system-wide goals. 

12 3 4 5 205. Discusses system-wide goals with 12 3 4 5 

staff. 

1 2 3 4 5 206. Obtains copy of system-wid goals 1 2 3 4 5 

from central office. 

1 2 3 4 5 207. Maintains up-to-date file of purchase 1 2 3 4 5 

invoices. 

1 2 3 4 5 20C. Hatches allocation of school funds to 1 2 3 4 5 / 

n^eds assessment data* ^ ^ 

1 2 3 4 5 2(\9. Evaluates accuracy of financial re- 1 2 3 4 5^ 
\ cords • 

1 2 3 4 5 2lo\ Plans school budgets according to 1 2 3 4 5 

legal requirements, 

12 3 4 5 211. Requests financial audits as required 12 3 4 5 

by law. 
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EFFECTIVENESS 



^ 



I ■ ' f ^ 



4 5 212, Obtains written receipts for all 1 2 3 U 5 

school funds^j:^ceived and dispensed. 

U 5 213 • Discusses legal requirements af fecting i. 2 3 4 
budget expenditures with staff. 

U 5 21U. Maintains complete and accurate re- 1 2 3 j* 5 
cords of appropriated funds and ex- 
penditures. 

U 5 215. Assesses extent to which master 1 ^ 5 

schedules reflect the optimal use of 
stjSff resources. - 

U 5 216. Collects data on staff and curriculum 1 2 3 U 5 
organization needs. 

U 5 217. Requests recommendations from depart- 1 2 3 U 5 
meats concerning the roaster schedule. 

n «> 218. Designs curriculum organization for 1 2 3 U 5 
the optimal utilization of stctff . 

U 5 219. Discusses with teachers character- 12 3 U 5 
^ istics of environment conducive to 
learning. i 

U 5 220. Visits classrooms to observe class- -1 2 3 U 5 
room learning environments, 

U 5 ?21. Judges which teachers need help in 1 2 3 U 5 
designing better classroom environ- 
ments. 

U 5 222. Provides leadership staff with a i 2 3 U 5 

written description of their respon- 
sibilities and duties. 

U 5 223. Designs a communication system for 1 2 3 U 5 
clarifying staff responsibilities. \ 

U 5 22U. Matches staff qualifications with 1 2 3 U 5 

decision-making responsibilities. 



FREQUENCY EFFEfcTIVEKESS 



11 " ■ / i . s 

1 2 3 4 5 225. Decides which staff 4ecision/making 1 2 3 5 

responsibilities need clarification. ^ 

1 2 3 U 5 226. Discusses job responsibilities with 1 2 3 u\ 5 

staff.. 

1 2 3 H 5 227. Maintains safe, secure, and confid- 1 2 3 5 

ential records of test data. 

12 3^ 5 228* Requests teachers to identify students 1 2 3 U 5 

in need of special diagnostic testing. 

1 2 3 U 5 229. Discusses test results with teachers. 12 3^5 

1 2 3 4 5 230. Evaluates degree to ^diich currently 1 2 3 U 5 

used tests are measuring school ob- 
jectives. 

1 2 3 5 231. Collects infotroation about SQhool 1 2 3 U 5 

plant needs from custodial staff. 

12 3^ 5 232. Regularly reports on maintenance 1 2 3 . U 5. 

problems and solutions to central 
office. 

12 3 n 5 233. Prioritizes school plant needs in 1 2 3 U 5 

accordance with budget guidelines. 

1 2 3 U 5 23H. Develops systematic procedure for 1 2 3 U 5 

reporting school maintenance problems. 

1 2 3 U 5 235. Regularly discusses plant maintenance 1 2 3 U 5 

problems with custbdi€Ll staff. 

1 2 3 U 5 236. Requests appropriate authorities to 1 5 3 U '5 

conduct a periodic fire inspection. 

1 2 3 U 5 237. Regularly makes informal inspections 1 2 3 U 5 

of buildings an? grounds. 

1 2 3 U 5 238. Maintains permanent record of daily o 1 2 3 4 5 

student attendance* 



fi4 
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FREQUENCY 



EFFECTIVENESS 



^ o 

1 2 3 U 5 239. Evaluates attendance trends in school 1 2 3 U 5 

using stud.ent ac€duntlng_data* 

1 2 3 U 5 240. Plans a system of student accounting 1 2 3 U 5 

and attendance* 

1 2 3 U 5 2^1. Collects information on new students, 1 2 3 U 5 

withdrawals, individual student days 
absent, individual days present, and 
average daily attendance. 

1 2 3 4 5 242. -Maintains daily, weekly, and monthly 1 2 3 U 5 

records of tardy students^. 

1 2 3 U 2U3. Reports chronic absentees to visiting 1 2 3 U 5 
^ - teacher. 

12 3 4 5 2Ui*. Communicates monthly attendance report 1 2 3 U 5 

to central office. 

1 2 3^4 5 2*^5. Decides on staff responsibilities for 1 2 3 U 5 

*madntainirg student accounting and 
attendance records. 

12 3 4 5 246. Maintains attendance records according 1 2 3 U S 

to stat e guid elines. 

1 2 3 4 5 2U7. Provides central pffice with justifi- 1 2 3 U 5 

cation for school improvement recom- 
mendations. 

1 2 3 U 5 — P^E^ozdtipes needed facility improve- 1 2 3 U 5 

ments. 

12 3 4 5 2U9, Collects information from maintenance 1^345 

persornel concerning condition of 

physical facilities, . 

/ 

1^ 2^4 5 250, Evaluates data in end-of-year inven- 1 2 3 U 5 

tory of school plant conditions in 
order to make recommendations for 
improvement . 



lOi 



FREQUENCY EFTECTIVEWESS 



1 2 3 5 251. Assesses strengths and weakne)9ses of 1 2 3 U 5 

varic-:s evaluation techinques, pro- y 



cedureSy and instruments currently 
being used in school;.^*' 



""l 2 3 U 5 252. Selects appi;?oi>riate'pr5Cedtar^ 12 3 4 5 

infbrmiijg'staff^^,pw^nt8, aidd stu- 
> > dentsi'df evaluation policie^j 

1 2 3 1 5 ?53. Plans in-service training toi^^elp 1 2 3 U 5 

teachers dev€tlop skills necej^^ry for 
. . .solvihg instructional problems/' 

1 2 3 U 5^ 25U. Observes teachers in clasjtsroom^ in 1 2 3 U 5 

order to identify ixiS^<^ior)^if^i»Qm^^^^ 
blem solving skills tfeedin&--.i»prove- '""""^--^ 

ment. '"''^"v. 
• 

1 2 3 1 5 255. Periodically discusses classroom goals 1 2 3 U 5 

with teachers. 

12 3 15 256. Assesses staffs' understanding of 1 2 3 U 5 

syst«n policies and priorities. / 

1 2 3 "I 5 257. Discusses system policies and de- 12 3 4 5 

cisions v:ith individual staff members. 



12 3 15 258. Discusses system policies and prio- 1 2 3 U 5 

rities with staff. 

12 3 15 259. Obtains information regarding - 1 2 3 U 5 

cxirrent system priorities and poli- 
/ cies. 

1 2 3 U 5 260. Encourages teachers to work together 1 2 3 U 5 
^ ' in modifying curriculum, 

1 2 3 5 261. Schedules released time for teachers 1 2 3 5 

to plan vfor and revise courses during 
regular school day. 

1 2 3 "I 5 262. Organizes faculty committees to eval- 12 3 4 5 

uate curriculum content. 
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EFFECTIVENESS* 



21, 



. I 



1 2 3 U 5 



I 



1 2 3 U 5 



1 2 3 U 5 



1 2 3 U 5 



1 .2 3 U 5 



1 2 3 U 5 263. Determines cur^^iculum areas needing 

modification, f 

1 2 3 U 5 ?6U. Schedules staff meetings to discuss 

curricv^lum coxJtent areas where modi- 
fication is needed. 

1 .2 3 U 5 265. Assesses extei^t to which curriculum 

content is pe|»ceived as being relev^tnt 
by stu,d.eiJts, teachers, and business 
and coiranunityl members. 

i 2 3 5 266. Appoints faculty committee to review 

curriculum content and organization 
and recommends needed changes. 

1 .2 3 ^ 5 267. Discusses w^th teachers which pro- 
cedures for ^evaluating both short and 
long range j^nsturctional objectives 
are to be employed. 

f 

1 2 3 U 5 263 . Maintains a| system for continuous re- 1 2 3 U 5 

cordinf of ^achievement tesjt data, 
grades, anci other evaluative iiiforma- 
i tion. I 

12 3 4 5 269. Plans a syistem for evaluating student 1 2 3 U 5 

progress toward instructional objec- 
tives, j 

1 

1 2 3 U 5 270. Periodicajfly evaluates student achiev- 12 3 5 

ement usi^g standardized tests. 

1 2 3 U 5 271. Decides what methods are to be used in i' 2 3 4 5 

evaluating progress toward instructional 
objectives. 



1 2 3 U 5 272. Plans system forVassessing special ^ ;1 . 2 ^ 5 

needs of 'school clHldran. ^ ^ . 

12 3 4?^ 273. Discussesf results of classroom obser- 1^ 2 3^ U 5 

vations vjFith individual teachers. 



1' 2 3 U 5 27U. Discussed with teachers information 

to be en'^ered in permanent records. 



1 2 3 U 5 
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FREQUEHCY 



EFFECTIVENESS 22 



1 2 3 1» 5 275. 



Collects InformatiMi from teachers 12 3^^ 
on whether they can correctly Injterpret 
data in student cumulative records. 



2 3 5 276. Distributes permanent folders toi 
2 3 U 5 277. 



teacheriJ< at beginning of year. 



1 
1 



2 3 5 278. 

2 3 5 279. 

2 3 1» 5 23o: 

2 3 1» 5 281. 

2 5 1» 5 282. 

2 3 h 3 283. 



1.2 3 U 5 ?61». 

1 2 3 5 285. 

\ 

1 2 3 J* 5 206. 

1 2 3 k ^ 287. 



Discusses with teachers , the necejs- 
slty of belnc ^'objective ' In using 
pexnnanent records. 



1 2 3- J* 5 
12 3 h 5 



Discusses vlth teachers the importance 1 2 3 ' . 5. 
of "confidentiality*' of records. 



Discusses <rith teachers policies 
for keeping permanent records. 

Meets with teachers periodically 
to discuss individiial children. 

Discusses with teachers the import- 
ance of keepinp records up to date 
and complete. 



1 2 3 5 
1 2 3 5 
12 3^5 



Makes records available to teachers at i 2 3 5 
all times. 



Distributes policy statement to 
teachers about the keeping of 
pemanent records. 

Discusses with teachers informatfion 
to be included in student cumulative 
records . 

Maintains a secure place for storage 
of emulative records. 



1 2 3 U 5 



1 2 3 1* 5 



1 2 3 5 



Decides appropriate information to be 1 2 3 5 
included in student cumulative records. 

Obtains student foldei^ for each student 1 2 3 5 
from former school. 
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S3- 



\ 



1 2 3 5 288. DeviseB guidelines for the inclusion 12 3^5 

of information in cumulative records. 

, 1 2 3 5 289. Evaluates student cumulative records 12 3^5 

periodically to determine accuracy 
and completeness. ^ 

1 2 3 U 5 290. Delegates authority for obtaining new 12 3^5 

student records to appropriate staff 
member • 

1 2 3 5 291. DiscusBes with teachers school policies 1 2 3 5 

related to the maintenance of student 
cirmulative records. 

1 2 3 U 5 2924 Discusses cxirriculum content and organ- 12 3^5 

ization with staff. 

1 2 3 U 5 293. Maintains written evaluations of all 12 3^5 

personnel . 

1 2 3 V 5 29U. Discusses evaluations with individual 1 2 3 ^5 

^ staff members. 

^ ^ ** 

^12 3 5 295. Periodically assesses the accuracy of 12 3^5 

data being gathered to be used in 
staff tenure/dismissal decisions. 

1 2 ^3 5 29f^. Designs procedures for evaluating 12 3^5 

staff members. 

12 3^5 ?o7. Provides superintendent with written 123^5 
^ recofiamendations regarding!: tenure/ 

dismissal together with supportive 
documeptation . 

1 2 3 U 5 208. Selects appropriate methods for 12 3^^ 

evaluating staff members. 

1 2 3 ^ 5 '299.\ Maintains records of individual 12 3^5 

\ staff evaluation conferences. 

12 3^5 300. Periodically evaluates methods being 123^5 

used to Gather data to make staff 
tenxure/dismissal decisions. 
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1 2 3 U 3 301. Selects most appropriate ttaff 12 3^5 

person to have, authority for 
maintaining financial records. 

1 2 3 1» 3 302. Maintaihs daily financial records. \l 2 3 U 5 

1 2 3 1» 5 303. Maintains hot lunch progratt data. 1 2 3 1» 5 

1 2 3 k 5 394. Informs staff of their record- 1 2 3 1» 5 

keei|)ing responslhilities vith 
vegard to governmental financial 
reports. 

1 2 3 1* 5 305. Co^ects financial information daily. 1 2 3' 1* 5 

1 2 3 1* 5 305. Requests annual audit of school's 1 2 3 1* 5 

financial records. 

1 2 3 1* 5 307. Periodically assesses accuracy of 1 2 3 1* 5 

financial records maintained for use 
in governmental reports. 

1 2 3 1^ 3 308. ftaintains up«-to-date financial data 1 2 3 3 

file for all governmental reports. 

1 2 3 U 3 300. Maintains record qt average daily 1 2 3 1* 3 

attandance. 

1 2 3 li 5 r^io. pimjg system for collecting required 1 2 3 1* 5 

governmental financial data. 

1 2 3 1* 3 311. Determines which educational programs 1 2 3 1* 3 
^ need revision based on parent, teacher, 

axid student input. * \ 

12 3^5 312. Discusses educational progrsm changes 1 2 3 k 3 

vith parents. 

1 2 3 3 313. Plans new educational programs with 1 2 3 1* 5 

central office personnel. 

1 2 3 1* 3 314. Discusses educational program changes 1 2 3 1* 3 

with teachers. 
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1 2 3 k 5 315. Reviews otudent test data to deter- JL 2 3 1* 5 

mine need for new curricula. 

1 2 3 U 5 3ig, Reviews community background, present 1 2 3 5 

prograins^ and cuirent course offerings 
to determine need for new curricula. 

1 2 3 1* 5 317, Discusses student interests with -1 2 3 1* 5 

teachers • 

1 2 3 1* 5 318. Attends scheduled inter- and intra- 1 2,3 5 

school activities. 

1^2 3 >♦ 5 31«^. Attends PTO-PTA meetings. 1 2 3^ If 5 

1 5 3 1* 5 320. Provides supervisoty assistance for i 2 3 i> 5 

school activities. 

1 2 3 U 5 321 i Organizes programs to involve parents 1 2 3 J* 5 

In school activities.. 

1 2 3 > 5 322. Selects methods most likely to 1 2 3 5 

increase student attendance. 

12 3^^ 3?3* Discusses Importance of regular 1 2 3 ^ 



attendance with students, ^^eachers, 
\ and parents. 



1 2 3 1* 5 32U'; Checks student attendance data each day.l 2 3 U 5 

1 2 3 1* 5 325. Discusses responsibility for collecting 1 2 3 U 5 

student information with Staff. ^ 

1 2 3 U 5 3?f>.* Collects student data requested by, 1 2 3 1» 5 

, pupil pcrsonnijl staff. 

, \ 

1 2 3 U 5 327, Evaluates appropriatenesfii of student 1 2 3 U 5 

curaulatlvo recor\d Infonaation based 
on needs of pupil personnel staff 

1 2 3 1* 5 ^2f>. Fills out census cards according, to 1' 2 3 1» 5 

federal and state guidelines. 

• 1 2 3 •» 5 329, Determines guidelines for inclusion 1 2 3 1* 5 

of informatij^on in student records using 
0 established system politics, 

1 2 3 1* 5 330. Disci^sses importance of confidentiality 1 2 3 1* 5 

of student records with staff. 

ERIC . ■ W7 



FREQUEITCY 
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2 3 I* 5 331. oDiscusses information to be 

entered on s+'udent records with 
staff. 

2 3 5 332. Devises a policy concerning access 
to student information. 



2 3 5 33U. tteintains a cumulative fo^ >r for 
each student. 

2 3 ' . f 335. Discusses student information 
priorities with staff.* 

2 3 1* 5 336. Identifies and defines school * 
l)roblems by meeting with staff. 

2 3 5 337. Determines wjiich schodl problems 
* ore ^related to. long range system 

plans. 

2 3 5 338. Cci^uucts a needs assessment to 
^ identify existing school problems. 



1 2 3 »» 5 



X 2 3 k 5 



2 3 U 5 333. Desifrns an easily aeaessible student 1 2 3 1» 5 
information system. 



1 2 3 5 

1 2 3 4 5 

1 2 3 U 5 

12 3 

1 2 3 i» 5 
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APPENDIX F 



The Principal Performance Description Survey - Central Office Form 
(Frequency and Effectiveness Scales) 
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Principal^ 
School 



PRINCIPAL PERFORMANCE DESCRIPTION SURVEY - CENTRAL OFFICE FORM 

A list of principal tasks is given below. Two scales are presented for 
you to use in making judgments about the frequency and effectiveness of this 
principal's performance of * each task. For the principal identified at the 
top of the page, please read each statement and circle the appropriate nuinber^ 
on the scale provided • 

The Effectiveness scale is to be used only if the frequency rating for a 
statement is greater than '-l". For example, if you circle_a_"i^»^^o!fc.tbe- fr-e- 
qiiency scale corresponding to NEVER, leave the,jeffectiveness scale blank and 
proceed to the next statement. ^ ^ 

If you judge ^trask irrelevant for yoyr principal, make no ratings on 
r^'ther scale for that task. Please rate each stat^nent independently; e.g.^ 
hink aLou"^ this principal's functioning on each individual item. Thank you 
l-'or your cooperaxicn' 

FREQUENCY - EFFECTIVENESS 



12 3 4 5 1. Selects most qualified personnel 12 3 4 5^ 

from available applicants 



12 3 4 5 2. Selects employees by matching ap- 12 3 4 5 

plicant qualifications to job de- 
scriptiond. 



12 3 4 5 3. Informs central office of employee 12 3 4 5 

selection decisions. 

1- 

12 3 4 5 4. Reviews prospective employee ap- 12 3 4 5 

plications in central office files. 

'-2 3 4 5 5. Requests central office to schedule " 1 2 3 4:) 

appointments for tentatively selected 
employees. 

1 2 3 4 5 6. Seeks clarification from central 12 3 4 5 

office concerning salary schedules. 



110 



FREQUENCY 



EFFECTIVENESS 



O 

0 



1 2 



1 2 



1 2 



1 2 



3 1* 5 

.3 4 5 

3 '^if 5 

3 If 5 



12 3 



1 2 3 U 5 



?• Reports chronic absentees to visiting 
teacher* 

8. Comnunicates monthly attendance re- 
port to central office. 

9. Fills out cencus cards according to 
federal and state guidelines. 

10. Requests annual audit of school *s 
financial records. 

11. Obtains «^rification of legal man- 
dates from centx*al office. 



2 3 U 5 



1 2 3 U 5 



1 2 3 If 5 



1 2 3 U 5 



1 2 3 U 5 



12. Designs internal bookkeeping system 1 2 3 U 
with appropriate personnel. 



12 3 U — 13. Regularly reports on maintenance 

problems and solutions to central 
office . - 



1 2 3 1* 5 



1 2 3 U 5 



1 2 3 U 5 



1 2 3 U 5 



1 2 3 U 5 



1 2 3 U 5 



1 2 3 1* 5 



^ 5 




3^5 



m. Confers with superintendent about 

current and projected staffing needs. 

15. Submits written report of staffing 

needd to superintendent together with 
supporting documentation. 



16. Provides central office with just if i- 1 2 3 U 
cation for school improvement recom- 
mendations. 

17. Informs in writing central office of 1 2 3 U 
instructional materials and equipment 

needs. 

18* Follows requisitioning procedures 1 2 3 U 

specified by central office. 

19. Requires annual financial audit of 1 2 3 U 
school records. 
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3 

rREQOENCY / EFFECTIVENESS 



^ 2 3 U 5 20. Collects fiscal information required 12 3 4 5 

by superintendent. 

1 2 3 U 5 21. Reports required fiscal audit infor- 12 3 4 5 

mat ion to superintendent. 

1 3 3 U 5 22. Submits quarterly financial reports 12 3 4 5 

to central office. 

1 2 3 U 5 23. Collects information on budgetary 12 3 4 5^, 

guidelines from central office. 

o 

12 3 4 5 24. Plans school budgets according to 12 3 4 5 

legal requirements. 

12 3 4 5 25. Implements purchase requests within 12 3 4 5 

limits imposed by line-item in , 
authorized budget. ^ 

1 2 3 4 5 26. Maintains up-to-date ^nd accurate 1 2 3 4 -^5 ' 

accounting i?ecords. ; 

12 3 4 5 27. Provides superintendent with written 12 3 4 5 

recommendations regarding^- tenure/ 
dismissal together witli supportive 
documentation . 

1 2 3 4 5 28. Plans along with system-wide cOr- 1 2 3 4.^*5 

riculum director in-service program 
for teachers on methods useful in im- 
plementing system goals. 

12 3 4 5 29. J)iscusses maintenance problems with 1^345 

superintendent. 

1 2 3 4 5 30. RequjBSts superintendent to visit 1 2 3 4 B 

school to inspect physical facilities. ^ 

12 3 4 5 31. Files maintenance requisitions with 12 3 4-5 

' superintendent. 
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FREQUENCY 



EFFECTIVENESS 




12 3 4 5 



12 3 4 5 



I 

pi 



32. Reports recommendations regarding 
prospective employees to superinten- 
dent in writing. 

33. Discusses recommendations regarding 
prospective employees with superin- 

X tendent. 



I 



12 3 4 5 



1 2 3 4 5. 
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APPENDIX G 

The Principal Effectiveness Bating Scale 
Form for Superintendents — ^ ^ ' 



\ 



\ 



FOR THE SUPBRINTCNDEr;?: 



We would greatly appreciate your cooperation in assessing the functioning 

of ^ ^ , Principal in a 

variety of areas of responsibility. Please be assured that at no time will 
these ratings be seen by anyone other than the research staff of Project 
R.O.M.E. 

These areas of responsibility are given below together with some of 
the functions included in each area. 

Curriculum^ and Instruction - ^arriculum designs, instructional objectives, 

instructional materials, instructional ev4lua- 
t lOQ^ methods , testing- programs. 

Staff Personnel -'Organizational responsibility, teacher evaluation, teacher 
use of media, staff involvement in school policy decision- 
making, stiiff development. 

Student Personnel - Pupil personnel services, student activity programs, 

/' student attendance, student consultive records, student 
/ orientation, student discipline. 

/ 

'Support Manageihent - School plant facilities, legal mandates. 



SchoQl-Commun:?ty Interface - Parents and local community. 

Fiscal Mana'eeifient - ^quired government reports, financial resources and 

1 staffing needs, instructional materials and equipment, 

' ' budgets, fiscal audits. 

System-Vti^ Policies and Operations - Staff dismissal and tenure, compati- 
' ^' ' . bility of schools goals and objectives 

with state system, and board of educa- 
tipn. 

While the prin;:ipals in your system may not liav^e major responsibilities 
in all of the above areas, to the extent that they do have some responsi^- 
bility in each of the ireas you can value valid judgments on each of the 
items below. 

In comparison to an optimally functional principal, bow would you rate 
this particulate principal on each statement below? Check the one category 
next to each area of responsibility you think most closely describes this 
principal. 

Please rate each statement independently using the model of an ideal 
principal as your referent point. 



3. 
5. 

7. 

p. 



How effectively does this principal COLLECT DATA (e.g., conduct needs 
assessments; gather input from staff, students, parents, and central 
office; identify resources; etc.) compared to the optimally functional 
principal in each of the following functional areas? v, 




1, Curriculum and Instruction 



Staff PersonneJ 
Student Pers-^nnel 
Support Management 
School-Community Interface 
Fiscal Management 

Sy^^iirWide Policies and Operations 



How eff^^ctively di^-s'this principal PLAN Xe > g > , organize inservice pro- 
f^rars; design test-infr procrans; schedule conferen^res and meet:*ngs; 
design 6urriculur: and individualized programs; develqp personnel selec- 
tion priorities; etc.) in -each of the following areas? 



8. ('urr'culum and Ir;3tructicin 

^. Staff Pors'-nnol 

10. Student Pe'\sonnel 

11. -Support Management 

1?. School-Community Ira t erf ace 

13. fiscal ''ariagement 

:lu. Sv-stcn-Wi'ip FoIIc'l-'- ind Operations 



Pi 

/^^y^" V / A'^ M ^ 
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c. 



How .fffectively does this principal COMMUNICATE (e.g., discuss problems, 
plans pertinent information with staff, students, parents, and central 
office) in the following areas? 



16. 
17. 
18. 
19. 
20. 
21. 



Curriculum and Instruction 
Staff Development 
Student Personnel 
Support Management 
School-Community Interface 
Fiscal Management 




System-Wide Policies and^Operations |^ 



How effectively doss this principal HXKE DECISIONS (e.g., assign respon- 
sibility to staff; select -appropriate evaluatipn methods; select best 
nu^thods for communication; determine allocation of resources; etc.) in 
each of 1;he following areas? 



22. \ Curriculum and Instruction 

23. 'staff Personnel 
2U, Student Personnel 

25. Support Management 

26. ,School-Communitv Interface 

27. Fiscal Management 



28. 3ystem-l7ide Policies and Operations * i 




E. How effectively does this principal IMPLEFENT l(€,g, , carry out decisions; 
make appropriate appointments; put plans, into action; etc.) in each of 
the follawing areas? • 



29. Curriculum and Instruction 

30. Staff Personnel 

31. Student Personnel 

32. Support Management 

33. School-Community Interface 
3U. Fiscal Management 

35. System-Wide Policies and Operations 




■4 



How effectively does this principal EVALUATE (e.gi, assesses effectiveness 
and impace to programs, policies, decisions made,)etc.) in each of the 
following areas? 



37. 
38. 
39. 
UO. 
Ul. 
42. 



Curriculum and Instruction 
Staff Personnel 
Student personnel 
Support Management 
School-Community Interface 
Fiscal Management 



System- Wide Policies and Operations ^ \ 



^ 



er|c , 



5 



G. On a scale from 1 tp 11, how would you evaluate the over-all performance 
of this principal compared to an IDEAL principal? 

(Circle Appropriate 

Number ) 1 2345678 9. 10 11 • 

Extremely Extremely 

Ineffective • Effective 
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